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¥«£•> pc* 5 1 itftfci op job ana It » It « fcwu« 



proVs-oX? assign #£ ssaro taportanea i#t £ m ©rts**or t &?*& irKhiatry 
iinwi at an? il*« in aar IJ*i cry* VMa I# One to ouch faataw 
rs the postwar industrial on<$ bualnaaa b«e» tMc'Ss hm 
faause# natlmal attontlafe or' job# m\& jo'. rataa; to th# i&ge 
piatelttf «Mi pfii«l4 jot* r* L*hi 3, it at last prof l*®^- , • *& S c h $X*eea 
able Hr,i\ rar vaterana in oaaful Job«| *i*& to fctsa 

pro-i ?%vm of stale fadarttl € ..overftsg*nt© of tightening 

t fee if % or fcs *n<$ s*er© motive nod efficient control 

over thf «?• lactic** *n£ transfer of clall service ^rscm#!. * 
this t&aai* «6i nn&ert*ka& to ftissawiris# Ui* *i*nl£ 1- 
canca end application of jot analysis tnfi paeitieo t last if I- 
cation in public #r«S pr&vata personnel <s*n«£<»*e&t , « 

#%m* job analysis position class if teat Sen h*vs 
been developed almost ssine Manta lly by it do ©try and by 
i. 0 v«rr».iwt for the sags r&ft** 9 *! k or pace, St an* fall par- 
ticularly iwpsrtar.ft to amain© tbsir relatim*** ip* 

The chspt&rs which follow attempt to dafins tfts various 
typas of job analysts or ^oattion class If lest ten curra&tly 
itf use* aatf the prwsont # iettta of a sell act tt ityi an* to 
dlt'f-ufcs fcM rnjor yssftifci* applications of jot* an# If tin 
arc milts on data if loa%5e*; for t ha fesnsflfc of t*.s «*pl«ys* 

i r *r of 'anna onoht* 
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Stotrly fill of m feov# &m*> &*cv*& of Ptoront in job# 
md Job InfonaitfcXon* 

Wbaievor ot* #r feelftlon* w* awy *yo 16 ' 

In Uf* thoro fere fw of u® «fco *r« Mot faroO iwlth 
tut ohoico of on oeruv-fttlcvw The oo#rt *ppllo* alik* 
to rloU oncJ poor, to Vh# * Iftmi «&£ the f-oflrleat* 
the eoHo** fi? ^fiufeto ft® well «s.e tr# thfekiliod labor- 
er* F're^uenfely , the c*<oloo auat be $*#<!# not only 
one# but •f'vorol • An iXl*r.hos>#ii oeeiupotlon* 

chants in beulth, feta* invention of on 
imfehirs^ oachtrfe, «s*y rtecfeofeory repeated e.&- 

Jufetttffjutfe wU«» it «o* jprftgtyaod thofc a pwn*rmnb 
lif* occupation or nurwr had boon efeoiwwi* Cl) 

Thl& IntojrMit !*• pyiaNtrlly by Uiofce platming 

to ont ~r the «orld of work. upmi the voot gult&blo 

jo’-, fro-% Us# of a^tit \ k 1# ana Internet, *~4 select* 

in* fro* t*i» tMHtllOorlr^ number of c^npt^x private mC public 

or*. *m f t* fc Ion# 1 fetnurturfo in, of course, store csifflct.lt today 

imstn <nar before* £o«*tt ## for * yc-nth ri tfcw t onto Idv &ld # 

the tank imma & hofrtsleaiu 

* u <s<$u#!X| i*«V orCeln*. og I ncident with tli-o 

problem of eteeoulnt « voratSo-n it Uu* t of so lor- tin*. neodfcd 

tm InJ r* • 1 youth 1 # flret broth with 0 £#c2ji11jm 6 training 

rrvulfe « ‘'or/;Ut!#rin^ world of hundred* cf so* root offered 

in < ell.#, *»* t*nlir*r»illfe« 9 vocui 'ontl, rorr* «pon£«neo, 

or-d coapcftrrifel »ehoolfe* to cf the th<5i4t»n6* of ntwOont* 

iin l*a*o school *>rior to «o« X#tin< hi^h school or t&e 

v r#o«R, tn* pro! Irn feroiotfe# 
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F* J# f #«r {.cr^pony* t’oxumou#, tnlo, p* 101 



*. jot, ist*:r#*t in 

®jj«e If ic p *.r%u |&1 ’>£ to V v >^r- V J d i. vwutil'ff C&®s su.x* 

o ton* modi * it'. * fair -^r.; |*©jr ’ «* veNt,* 

♦ Uh **r for for 4 oe** v v-t 

ifc»ta ? iugtt8.r«6 s -n f *n* : ■tr* ■'-. ixr, *»#* * «... is c- -p.tr of jor® 

tlM *wteft **$* tit cariwtr in W** jp©rl3.ns2#r £ \Tht wf %ori In 
rxlch h* It-- 

;«tor**t* to Jot* *■' ® 6 -nr#* £; *r\ol# or In ^orfc 
V * Minow4# c*,f *f *®Tk&rn,GP pot fewvftM® 

t:\r ‘>eot $t* r KntTf If. U* titUim Of ta.fcl *>#*#, -rAi?r;, 
ii?w t ion* £9¥*rA%*ft%> #.«& Ictur* v’Ihmw o-fvl®v4i* 

4;; # *r# not r£*fcrX<st*& to tin# a*.vl©3r©«*p %v t *r-; ** ti** 
portent to « fint lira* taor, &n4 '4* riser, 

»*;t t rs »-. sNrktire# of #?4 ofi *fv2 teller*. /v*2fr*# t u«? us# not 
re*tri«**t to fcr« *■ «*!&**» » tmt i seas® th* con- 

of 1$ jtt&wn ««• r** t * ft «*rerfc* S^l* t* pftrtlf luMMjMt* 

&*ner®IUy % ,* ,-ro irs cf *»rk.*r» #%*i ::*r#«A*r ‘3? ?:>«*••» 

&«•■* zr&'lfcwjk #f i #a# ^m&****?*fc* *n# *w* tf+trirfrallf t*» 
cststts Jet e-ftiwR *i£ I* atw&lnl- «„ *9** *ff inltcit 

predict!***# 



« .■* am IT di fhe Uitot sat lx Jet* *& rris* Inofor &ilcn 
?4s« i«dt to ti*% d*v«to$iiftrt of Jo ; -> «xtftl;o!e. i * raJorros? to 
It. r-his amj, u.t» fu it® pr&s*»s of 

t#^i.ninT Ct-2 # Ja»*ei #••••» or t*-st R? s.o**tl^f*air«) 



CO 



Xi.» detailed duties, skill#, imrktr conditio^*, #n& 

physical r*qftlr#f*#8i*. of «> job, amt fc&e deawlptiw of suck 

I# tetm ^«rv t>* & &• to avor*?^ # ?»d#d#r* (r>#« kip, U 

for* a *ftRiplo job description vrssd in industry*} 

Tho dcf initioft- of job snslysi* ix*#$ harsi** 3* reduced 

Lc fi«jK'stt#ftt*l#» i»nd iso it ft synthesis of a £r«t»t. sms; 

for*** d*f iviitlgvi# by pro limit out ear it Is* Isa t&* 

*»d private p#r»oi?r-«l fl*W * th* l&rt* ruat&sr «t or 1 sting 

deficits or s is ft coopted for by ib# fust itAt tn#r# aro 

msy application# of job unsl?#!*, &» discussed U Ciisptsr IV* 

Jtosfc t»r«8 *r# 3n **r?9# of # is* 1# Application* For «*«*»?!#, 
($} (S) 

?*fild#r*ioia Add beott define job saftlysls in tsrrs of its 



application- to *>.•«,* # «*.eu: s*isry evaluation* V It# leu end 
(£) 

• unt on fcb# sfcfcsr hsnfi, define it In torses of it# use in 
d*t*rninta£ t*# *&*%+&% of psychologic.#! t##t# «*4 
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lbi.H)SrSfO0, C. Confer* f #,-» o • ottir, * o n 4jpb .Analysis 
and bvfcliift tl o?u ir*£ net rift l P-eiatiors cc&mr&torft* 'I no** 
r»«w fork, lUiD, p« 4* 

bCCT», ft * r* f #i *1, I ortofsnftl, ban?- s-c»nt* Ca, 

B#s ¥.®rk, 1941, p. W* 
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Msryi# 5*, V or.e U, e& g 1 # s ;r# holo, ^ * Clasp* 
flfMs of £ syofcoloi * , 5* . , bllfcsxt ukT*)* I‘* *sxs 
Co ret rmsd Co*, 1040, p« 445* 

U f I , ?h#3fta, t-etsuy#yg#? ;t In f ayfcfrolffr , . i rontio# Hall, 
In#*, K«* toWl WW? p* £~* 



( 0 ) (?) 

leetaer end Kingsley and barueft define It i n ter** or It* 
t.’*» in position clsseif ication «su1 related civil service 
fraction** 

Other t«m employed iji conjunction with* job analog ii 

eye# Job b e ecr lot ion or %•>#<$ if ieafc Ion* 

tio*© writers £t I..® v *1^4. v* lib ftetweett the job 
&e*c? yptlan and t © job apaelf ie*fc ion* Khar® this 
distinction &b ssetda, fcj»o letter tern refer* to a 
condensed for-e, waieto a ires sc* fciae qua 11 float lone 
necessary for afetiafaetery perforamnce of the job, 
auch. «t edueab~o» t previous experience, physical 
abilities, plm any spec la. li«ed capabilities* <fi) 

—writ tors description of t no essential featur* « and 

requirements for each job* Job . t y ftrarnlgat on e *B»tab- 

XiaMng standard procaduro* for sash job with etfcafari titles#* 

fOSif lfl - i«.r: JVJ£ -\ -(>!' Vfl JQh 

ft bat i® the relationship of position elec® If lest Ion 
to job Analysis? The two teras* have boon so exclusively 
applied by different or^anl rat ions to d ascribe their 
separate activities, th&t It is often felt t*iat they refer 

(a) 



(7) 



C9) 
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KOSfT'X, fte&* 1*#, If J* Donald , lab ile I. ore onnel 

» , cl cs In I * fcr a t i on * harper & fro*#, ft e%‘ xor ITa: *8 tend on , 

Ibbb— 4X, pp * 40 **»&• 

PAftt «•'•*, Xarnar, ^leele Aspaats of Position Classification* 
headings In Public Personnel Administration* ftsshliir~ 
ton, b* 0* , i ivil her vice Assembly of united States end 
Canada, 194 8, p* £4* 

UiX, Prank » Controvert i&X Issues in 3* lubv he ter. in* t Ion 
tts*s*ebfe«eti* institute of f if*emoto^y, fteaten, 1943, p* 1 



Cthltcd ieciflc bed to end 'eo in* -..Wkara of series, Sb 



.: , ralr , a azi - ftc Address, Ini tod electric ladle erd 
Kaehitta Workers of .*.?r rice, 1943, p# 86* 



to wintl’ different funttiore* hatmlly, Vmj involve 

teeen titdl? the te*.* procedure* *r.6 objectives* 

*Stm only reel tfleiinetitc feet»**?« tk'..e» is the* position 

e lees if lee t ion tppllee to bfce precast of analysing; *i&4. 

reporting, Jobe In the &ove*na*Mi»t, w&lle job oi»i|«ie It 

e ter® applied &eneriKll| to the ten* activity is* l Katineee 

ar.d industry, kelecfcen definitions llliaetret* hce elceely 

the one activity pereXXeie the o&tor. 

t r iv fe i t iim r s orme 1 a 6 a i n-1 a t r»:t .1 oa * 

Job ere Xy tie ie * oetereiaetSoa or U,e »**•»• 
tl«l fee tore £« e specific kind of work *«4 of tut 
quel if loetlon* of e worker aeeeeeery for He e«s- 
ponen t pe r f ©rteae e * C 10 ) 

Public personnel *j&s inis tret lens 

Keotteed to its simplest tersse, rleseificetien 
of pot 441 tent it 4f#o process of flatting #ut» by ot- 
tainlng the feet* *«£ «3* lysing. what different 

kinc* of s !*•*•* of pot it tom , celling for different 
treatment in persons**! processes* tr-er© trt in the 
sere Joe | ••♦the duties eon respofaSXfei lit is# of tbs 
positions tiro the eels upon «fci©& clue see art de«* 
itrsfsiottf end tno SoftlvSAtiel positions 6t*lfft*6 or 
friloeeted* to their appropriate elASscft.dX) 

The two torn* f pot it ion* r»o<t 1 job* tlto «*re v^ed eircluslte* 
Xy by governs lent c?4 priest* industry respectively* how- 
ever* they* too, era s;ynaft<x&ou* # te illustrste# $?*Xcw : 

i ufelle personnel eteJsUt'rfe i ion $ 

A- position is * * rmjp of correct Outlet ei*6 
responsibilities, assi^nsc or deisms ted fey competent 
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i t,t Jot*? It* (ode*} rtjh 



Faf^Xbook, k ar». 24 i*r«ee Co. 



&» p, 464, 



!^r! r,;, (ermtraw.n) * foe It lew Cl teg Ifjcntlcn in 

tbe f , jt,-lio Servlet* Civil berv i o o’* Aeee»u ^oF’^Tt 
!, ' 7 { i'tfe el ' tit * erwSt *. Chicago , X94 &* p * 3 * 



( 11 ) 



m 

fttti hort.t$, requiring the f»JX**fcisae or p«rt>i$*e# 
enplcyasent of on-# person. (IK) 

Private personnel ftOixloietretlont 

t. job awy le eef t«e<i ns * &roup of Misties 
and/or ep«r*.& Ions a ores. 11 y c««i£n#d to on l*s£ll~ 
viguel, »r, if reeft*n*fely *llk* in cliff faulty, 
ittportence «r*d conditions, to 0 group of Sndl- 
vidvtei** (13) 

Therefore, re soe that Job ana lye is in the private field, 
and position el***!? lest loo in & overmen t st rviec, ere 
basically ta* **£6, differ! Up only in det&ilfi* 

Position cl a self lost ion. It is true, probably ha® 
produced a pr* perxieru nee of dee# riptide of R s*a t*X* or 
*»blte collar” Jobe , end re let ively fee Vhop* or *blt4# 
collar** Job descriptions, ehll* job an-slysi® h«* probably 
procured a nreiiter tmoent of the letter* however, lb* 
differ ones is really one. of qvmrsity, for to «ua* that 
Industrial job ana lye la cover- *felue collar** jobs and fcbafc 
* overrent# 1 position cl&sstf lest lone do not 1# incorrect, 
*s exeapltf lad by the hundreds of ,-oslticn r Is self lost ions 
prepared for federal ora one Is and sssllor pleats fcsvlag 
shop Jobe* On the other Hand, to etete that Industrial 
job analysis pre%T*m do rot cover Visits cellar® Jobs is 
equally unt«^, as illustrate* fey tie Many clerical, •&•» 
a'lnletretlee, end technics 1 Jobe enslyited by #t*ch orgsnl** 



{**} ifl I, Ibid., p* $6. 

(u) teiifi, r. r 
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Job Analysis, rescript ior* *n4 Classi- 
fication*, re re o nae 1 J ou rr.a .1 , (nay 1SHMS } , feel* &*?;, 
80 . 1 , p* 2 ( 7 . “ 
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tat ion* fcaaierri Electric Corporation, Southern Cali- 



fornia -Kite raft Xnatitufc 
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Although jot? it- Is uaad to aosie aaic&t 1» al«* 

rest ev*rjr Xar^w organ it* ties, is is &©*i attentively mz* 
ployed fcy tho followings 

Civil &grw&ee 

<*- u Y * « »T m»y i«wrt* iw » 



ffctfc first &f># la carried as by federal) 
state, -and Xoeal getosmatst** to doscritwi febo 
P 08 i t ion* on is fc Sis* if* 



their raspoei lire juris* 



diet Seme* m.m iy*#s or# usual If «e£« fcy 

alseslf ieati on smelirst# 4wl«yiM3i fcy « centre** 
Used or deeecfcrelised p^r^omMil $ *; #aej within 
the jurieCietlao* Jot* inform fcioo is 



%< 4 , 
* * * i 



eerwrsiS by direst an«5 it of t?ork eetiwitSes, 
bp job guest l#iym ire# filled, in by th* worker* 
superior* or bath* ttihin tit# jmre few yesrs 
the United Sissios Civil tor# ice Cossets# lo*. has 

opon s of sj£fcs«slve eoopsrsil on 

with state *n& asm ie ipctl *tenol*a for the pur- 
pose of coord last lag jot o poo if Seat lene a? otif 
the various ^wnoias*CX 4 ) 



Written Ceserlptloo r«*oXfei&& ffreta tl%«- analysts 



era uasd as a bat la up©?? which stats** arts C*ttiv«lttt 6 * 
toaitiono *r« sllee&isd to elatse*# as stated- hy 



g? rJbs 

~— ■ «r!io?i ovary position &** been «X located 
to its appropriate elmm, each clast will consist 
of oil position*, rtgsrdltaa of ttpsrfcaontal 
location, that aro sufficient If alike in duties 
*jr«5 rtepont ikil 1 1 it* to ©a sal lad b? tha s»«3* 
descriptive title,, to be accorded tho pay 

scale under Ilk* cum: it ions, me be require 



..!% mil V i W$’UT, op* ftit, 



>■'1 . 



*.rt 



ill) 

sittostentlelXy the qualifications on the 

part of Ittcnt&ente* (IS) 

The Civil Service Assembly of the United States and Cace&ii 
et*rs .* rinse the follow in*. uses of pm it ten els* If lost ion in 
the p\ibl Ic service? 



>*# 



By <uqphcLftis-$ng *n Iwijeartlel ectentlfic 4 
proncf* it r.dlp# avoid a purely persettallscfl 
treatment of eark end pay prcblees** It eld* ra~ 
ornltir^ ns\& testing authorities bp i»mni. It 
possible to h-oM test® for r lessee of positions 
InetoiuS of <3 t&vi or »v.a ib&? of test* for iitfilvl** 
dual poult lone Imv lrvr tester he 1 differences and 
ty fbrffcishlrsg. for *»c#s class * picture of the 
«ork to bo performed sr$ « etateereat of q\ 3 »lifi~ 
c & & 1 on requ iressnt 0 • 



In its «*« m a sound basis for & fairly 
s&il&istrenl pay plan, St serve* i*i© interest 
of tno people, the taxpayers , the operating 
afTiel&Xe, end the employees. Its ays ten of 
cleco titles const liutus e, uftlforw Job 3* »&«*£$• 
defined in clefts *$,«eeif icatiojis* whlc;-, $& ilml£, 
provides a ' see for co -on ntidorotendlf^ eson^ 
ell tbooo agencies end official* hav in*. to do 
with personnel administration* It focllltetea 
the preparation of Informative ftug&ete for per- 
sonnel services; elarlflee promotion and transfer 
trer.ftftOtlone; side In developing service rating 
plans and pro. . r&sssj slCs in plantin' , 

r tariffing end Issprcv !si«. organisation; far III-* 
t tee the development of £©*<?. employ©* rwmt*- 
msb relatione 1 sod eekes It possible to )mp 
«*,. * iUTicaiit a*.** iv« futucrde a nr- compile **«**<• 

ful personnel statistics* 

In tmm ami '••any other *syi», it serves bs 
e fee! Heat is* imtrv^snt for personnel 
nonr* er.n eC* inlet re tire sgMrst&on* and t-e « *p#oi- 
fic tool for -ffian.y types of tiwwseetierei 

Involving the public, present end |nroap#etfv# 4H*» 
ployeco , ’ opera t Inf. off 1c Is Is , 00 count it» { , Sudp et Ing 



(W) name#, 



Op » civ*. 



p* s* 



(ID 



vrt. luting ercles, end U*« personnel 

-nc\ of * ;jc jwrlscSeticn. (It) 

•\.l- ployreo-nt . y\ See 

. ee'rrr l> e t* .«jcr Job unsl^-sis . ro, r* * la c ,n- 
vote* tr feber I ••( ft I* t# . ovorri s «r tt to * r i> lyzt urd 
.•♦eribi tbe jo'? t!*i o? 1 * t lr bvs.lr.eofi eud irCv&tr?* 
tie est* Irst serve prX~*rlh go an lr t> a ^l&c©** 

• er.t A t vo unemployed lr. job? rcr w: ch t o re best 
nui let b) skill ?> r.o temper* rer.t, i»* order to ecco«*pliftb 
a bro* ■*' reject l\e of fttebilleln;' e^leysent t. ret ’•oit 
t.be i it® .tKiei. 

.:os* a: tilysti ^r ( * i e fej Job eiw-lyet® *«.ploy#<S 
tr tie lore! air.tr eitploywftrt • rv-fees (eecb at te *< - 

Its owr c . ployrer t service)* ft*ftlyftft# *♦*© also 
sde ft' jot »neljftti employed by t .© pi rent or ttnieetian, 
»i o coor<* lento t e r v,rk cona bjr Uo sure sorvlrae «r& 
prv r- covpofilte oc>. up* tl«.nel !• for. • ti- i tl*l rll' 
l «i<*relly be oppllcftb e t >‘0i < hovt tut rut* or. lr 
of tl is lr tt-ft Met l cm r; oi Cccupeti. nel titles, con- 
tnbv: > tie: iulti r» end claa If ice t ions for ever 50,000 
jc i •>iat3r t 1? tMe roxrtry. title tflctiomrr is used 
c*. ..1 1 itllf c pl'iyuoct ‘Office* lr Uve clt *slf lee* Ion 
m e riforml of irvdividtselo to jobs. 

11 of Uxite aial'ses eie taeiSe lr. dJrcot obsMvetfon 
oi joo t> c’ c procoi'o® iv t\ alr.ese «»nd Sr* u* try t rcu# bevt 
t *; co : tr, ♦ IfiC r«#uH’if I occupations). * for titles pro- 



6 . 



<1( ) I- 



> 



Ibid 



pu red 1# imM as an eld in **eoo*£li0fclnjb the f ©3 towing 



object t iir 



eot 



brim: worker* 



beat qualified, 
wo* tea of 
labor* 



Ini 



to Job# for 



which 



wl*jf St 



hiring 



Ui£ the 



th*y are 



and 



n oc 1 



» nd 



■©#&l©sts Ki^rfttlon of 



In tiwefi of ur&onfc lglr»:r daeasMS, a© for w»r 
prmbioticn, to provide information which can i® 
u»#d to aata tilth im liable worker training or re- 
trains^# protxeo* 1x2 cooperation wink £ overmantel 
ttiPtw im concern#*! with the vocational edoection 
of w or km *®0 



?e provl d# Inform! ion ttnti «&v loo to eltlicene 
e#r*eer»la& the nature of oncmpatiomi &ud the re- 



qulrctiMmte of Jobs# fbl# type of intonation 1# 
pthvtl&ul&rlj umluX to throe olth lWt«l work ex* 
perienc#* and to throe worker# oho n«ed to chen*:* 



their vocation© boron** of pfey*l c«i tileebSlitle* 
or technological develop^entis which rentier rosy 
type* of work obsolete* for ekwaplo, In poet-war 
period** there are usually l#jty* mmbere of per- 
•one who beeoaie pS|r*ScelXy and v©c*.tl©mSi$ dia- 
ls bled, but who isuci rerols in the labor rorket* 
!ffce employees t service cooperate# with veterem* 
orient set Son* eXoeely and with the 6 i» Seles of 
Vocation*! S»el*biiit** son to develop pror.r*** 
that will trine #ro*; worker* In rented with 
{suitable ample yssent# 



*8p* 

« 



fo provide valuable edvieijry eervioee to 
enp layer & ooi*e«rnXrifc their indue trial engineer** 

Ir*t * or lte» ©rf ,erii**t, ion of job* and. flow of 
products on In their plant# • $»peeiellp in tin## 
of Clvmitlr product loo need** is© durlrv e*r per- 
iods, ' to e««l#t employer* In determining ti«eir 
let or requ ir assent* ©n & eeieofclflo bade, and 
provide i loiuticm* to the problem* of labor irnpply, 
either fc-f diet over Xrst. unexpected eourco* of worker* 
undiscovered •kill* tn workers j'ron 1©»# e**#ntie! 
occupations or oven in the ewe* occupation*, and By 
•dwl*lo^ on the aetSo£* of lowering oeowpoticcel 
requirement© that wore found to be ’ too 1*1 &h« 



By current files of or tenet *• 

infomaiilon concern 1:^. the supply fend domi.nd o* 
l»t>or, to assist In not Sonel i-lennin^ • in period* 
of econo xic depress lon^ to ir? plsnnir*^ for 

the required typo «nd local* on of public work* 



(U) 

prO|.,rs^n, *0X1 ** eefcitnp up fttttMa ry for 
lij? select l&& »o£ * l*c’***nt of labor ©» * nation* 
ttlilo be ale* 

fimlmm an<» into 



A third- type of program is « endue £•& by privet* 
bu#ln#®& and Ira&uafcrlaX or* *«l set i&m to €m%trm%ss* and 
reeord tii* eentent of jofc# wfxiUr* t heir offices or enopa* 
T!4* activity is 1 ly o&gXatirtoreft by t;-« peraonnol 
£.*p*r%m*n% 9 though *®mt,lmu it 1# foutnl in en^£o«crlo & # 
production* «&0 even account 1%. deperfeoente* £ot> in~ 
fornat lor Is- usually eeeured fejr direct observation of vork 
by tlofe &tmXysi» and/or *y tne diatrlbufctors of Question.* 
twit*** vO urorltere- isaul tbolr aupereleero* 

cow Lozmllf osapl oy#e unions cooperate* to toe# ox* 
tent or other* eitb the job enalyats in the study end 
tfeacrlptlona of job*, &# a -wetter of fact* the extent 
to v ieh employe* union* rill participate in tis* company 
job analysis pro&r&tt X* commonly * controvert 1»1 ietme 
during negotiation* of a o o*p*«f »tmi©$» labor contra*** 

«* will bo discussed later in this report in the section 
on labor mint 5 one* Thle situation is true £ seers! Xy 
when the job analyse s will to need es e basis for 
tol lie-in* e&£«* and eateries* an activity in atiefe e«* 
ploy so union* ere particularly an* Sous to be represented • 
«r € .a Hat* the foXXoeiru industrial objectives of tbe 



a 



job analyst* 

1* «5eb ^radlr**, sod eteer.lfi.oet Son* 
2* tve^ e eettitt* and etontettis I ration. 
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9* 

10 * 

11. 

X£, 

155* 

14* 

15* 

15. 

r/* 

ii>* 

I’ii* 

«X • 



fro* i#ic<&# of hlr&nfr #p«clf ieiti lone* 

Cler if %$mt tcm of job dutie& until re#por«il>J lit 
IPranofer# end pronot 1 or >.0 • 



&§ jtefifcwent. of |i*t«viittw« 

EafcaOlieteent of a eoeeeew i$ru£#r«tant7tr£ 



v» 



tureen v«rlou* levels of mmnk f , nuent* 
tefiuiA*, and out Hfil Ai. prwmt*-ovm% step#* 

Xnv#e & If ft. fc in* ** c o f&onta * 

•Imlicotia:' fealty work procedures or 
du.pl IcatiOA of effort. 

If# lot.# in&XH- , operating #d Justin* r.*cfc5.f*ery 

Eisse end motion study. 

I'effnl r< t: 1 %r lie of #u t her 1 fcy* 

Indicating caaaa of individual riorit* 

Ir,&s eat Un t cftvjeoe of parson*.! fallura* 



hducat ton end t reining* 

'"»(' ill tatitu; job plftC'Osaonfc* 
ttusUc# of health arid fatigue. 

. c i ent i f It 4 >5 16 an co* 

l$tcreinlr%; jobs suitable for occupational 
therapy. Cl*?) 
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There ere hany other organisation* which have a 
formal or tafarval job enalyala pro&r«R« For 
**my private aiuo&fc&'ftfiftt' oonault in** firs# ood trade or* aiii- 
aattema employ this technique, Frl*«fc* consult lr»f fir##* 



»uoh tic U*u fcationai *'©i#X Trades Aeaoeleiicfc* provide, for 



e fee, the ear# ice* of Job Analysts who prepare job *feecrip~ 
tierm for contracting f$r*a* i'enslly such. Job amalyaee kf« 
for the purpeae of job evaXuetion, but ray else ’ e employed 
for such other phrpeaea ws th# development of recruitieeat 
ftiwi transfer prot< r&m* 

Many business and iiuSus trial trade »ftsocl#tion# > 



support #4 by due# 



from «#s. ; b#r flr^s* 



such ## 



the National 



U7) 



jetj&a, 1. a. 

Journal of 

i "T^rnn-n. 

* O * %«■ ' *, p . 



, f, Jefc An*ly#i*s #» Beausse? end flblio^ 
> u nite d rsyehoXoe.y * (Jim#, 11/42 ) VoX. 
H&. 
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W) 



i* tier* of Uimuf * s iure re , the &#n^f«ctv4*ls\. 

Aoeoe let left of the fnittd e&o the £&e*»icig «wt 

hyei r<t. Institute, «i«o frequently *.rr*n&# for job *»» Xf *## 
of toe iteuetry or bttoioeee they rej*r#eewt# ?)*•« job# 
eianlysee ero went oewMonly «»4» for $och ^wpows &* com* 
purler, **&£* rates .for job# i&rc^feoui the ir/iusstry, *«& 
co-iperini hirls* reqaiiHraent* of wato** * The 
#n*ly#c« *r* **d» toy a c emit tee ewqprieal of* 

mubers selected fro# representative fir##* 

Finally, job *n*l3r#e* beers «*#<*♦, #m£ or# 

ptmmi&ly feeing ttetfatnliNMl by the Ar#y, Keep, Kerin* 



Carp*, ate otter hr* ne&ee of the Arwl Fore#** Tte#« 

#r# for the ;-#rp#«# »f defining the e*tt** # 
r*«pon* * *311 it lea 9 and olfcir rt^lremmt* of Job# tseld by 
cml lasted fete officer person*;# X# For e v **pi* # it i* the 
polio y of the Army to 

~~~h©U: the #*$ etvt the jot %.n It# effort to 
fit ©ns* to kite other# The {&etip#tloMal Aral yet* 
&ub"»*eetl*n of the Fcremmel tmmvth section 
be# aneXyeed isil leery Job* in #n Atnsjr little t ion 
whiv:i l# used to elate if y officer# and enlisted 
»*n a** let tbo«» fk# fte£ til* tier*, AH 4X8*80, 

"eoXleted sen, Snrte* ate ttpeelfleatiw*# for 
Occupational ©pee 1*1 lets’ 3 contain* nwseric*! *w3 
alphabetic*! Xi«5i.l%o of civilian oevropatS one 
most- aaeful to the A nsy, * general index of 
civilian occupation*, job fft»ily groups of the 
etirujflfctlott* listed, end epee If lentil 1 *:# for civi lien 
arid si 1 1 i t# r y oeeup* t J cm 1 epee 1# lie 1 * • ( 1 B ) 



(18) fereenn# 1 f~#*e«roh £*eli*h, Adjutant f *n*r*l f » Vmpot 
nent, t v # s# Arpy *fcraosml ?• e*«*roh t ttse app?*, 
ffcs’fionnel Jaurnul, (April, 184?.}, Vol* JU, t?o* 10, 
p. $W# 



W) 

ThXl®* of c mV*®, many of the job# &e«-r*rib«e ere 
teofcicel in m tnre* too siejorliy are qu l to aim Her to 
those found ic bceinee# industry* Inc ludsd sr* such 
isr Idol 5 different oeeup&ijrms «s file Clerk, flecks 
»nd bent 1st* 



to reciprocate, job ftimlyace, top the n*ny purposes 
described, above #11 fee** a j^rcst deal it* cces&cm* ffci* 
it jpertlculerijr tn»« of tern usajor types dis^nemedu ¥t*»f 
have saesatlelly the asms baa It purpose, InfoXvo £•»# rally 
too ee&e eenner of securing Job date, «trd # of oourse, ere 
si* liar with. i*o.fpoc t to so op# of jobs covered* The be tic 
stops In soy job enelyels then «**y be •uwrse.riwwS e© 
follows* 

Afieiy*# the Jobes By diroot observation of the 
work or throopj; questionnaires filled Ik by the 
asapXoyees and/or their supervisors, or through 
interview# with the letter workers* 2'his i« 
eccoftplleheci by critical emlysl* er.d selective 
synthesis of such ststtere a* duties, reapensS** 
btlHies, end workle^. conditions of the job# 

r roper# job descriptions: By record inf the 

findings in a clear end concise manner* 

£>ort the Jobs into els sees* hacb eless should 
incXule all Jabs, und only then** ski eh are 
identical efcarertBristies, such ee level of 
rt spot** IM lit* end decree of skill# 



1. 



2*# 



% 

e. * 



*• *..•+> «# i * h r * if V' y VT J *?- < 



#£«***»** 



Probably sn Isttrcdustlon to job analysis wot.' Id be in** 
complete * it boot e * 1 jtirnsr? of the (pus Ilf lea t lens required 
for its ace cbil 1 is Y^.wi t . 



Vhe pm it lots’ ef job analyst cells for broad 



(18 > 



quel if ice kiosks* h personality which. c s 
reapeefc in ii pyiarsry requisite, elnce it i» 
necessary for the Job analyst to win tr* ran- 
f i&etice of tfeparts&ftt heeds fend employee* with 
*box be coTse© in cents et« J&kill end ta* % in 
**pro*«hin« end 'mi&lint- people ore this* eseen* 
tlftl* Irjfteed, the joi> sis* lye t euet bo go&ewhet 
of u diplomat, esini* intr,* * friendly ettllutte 
towfeirdtt h«?.*4s of dop^rtmmte end worker* alike* 
smd avoid £$&. the OevelopsMmt nr antagonist end 
suspicion* ?k# work or job erslyei* l* klee end 
tedious, bp«S. the reeult* are usually frequently 
fcsrdy in developing* Consequently , £«t fence i» 
required to prevent press* feur* disc ourei ■ msss t • 

*.fi analytical rind, Impartial of Judgement, keen 
powers of observation, thoroughness, end e osar on 
sen*# ere emot ryt In *4&ltl«* t q thee* ch«r~ 
ftcieristios* the job-sttxdy seen will find consider- 
able education, t rear, leal training* find experience 
la 4 I sponeefclo to success « ( 10 ) 



Jt * » * • f ^ * »« & fb *» * *4~> 

dob analysis l& now * enerally recognised *s an in- 
fcegrftl pert of personnel iMtji&&e«tent in. both the govern** 
mot end privet® indue try* In the letter, its Importance 
hti» Xcni Veen eokneelefiged# 

The peckers, the steel interest** the 
amtihim trades, are already eda.pt ini: this ©** 
development to the Sr several sends. In feet, 
the process of central i nation of erplofmoni#*# 
and the neeeeelty of piecing. reasons ibilitj for s*r»* 
eotmel on the shoulders of one »*t*n, h*» made the 
complete enelyele and epee if ic*& Sons of jobs & 
necessity* f SO) 

Son* indication of the present scop* of job s.r**> lye ie 
if. Industry is indie* ted by » study covering t, 4£f companies* 



(lb) 

(SO) 



*. ?£iv $# >% % f Oi/i>. j * 1. . the Her* erent of labor 
Feint, tons. «*Cf**Hlin Cod Sir!E^r ,,, fflon7 T<S8, 

nlxm^T' rSL^, r»* & feL.« (Hr X 3 .i 3 , M*, froblegie in Personnel 

sr?ent« b* 1 lie go Co** liow^orlT, HHiS'i' "p. ^h* 



. 140 . 



a®) 



TM® showed that job snslyeis studies were conducted 

by 4&4 eosap&nlfta for employees, **4 •slApy eland* 

first ion ptmm wart beS*^ a<5r t&I&tared by 34$ rcapania® for 
X, €1:0, SIX employees* St ho a bear- as Id that— - 



bn^oubtoaif , one of th« s»ost Issporttn t 
developments to earn© out of **n»f *«&•&£#* current 
praoceupatlan with labor proxies® is the »«f 
«f*ptoa*i» pieced today «pcn job class if let. t too 
end rating, «jnd »#rifc rating, the principle. 



« ■*. 
u» y 



eaursa, is not new; 
application of It that 



It is discussed at or#c ticallr every tteatin* of 



lit 



the organise**, sc Sent if in 
of praaent significance* 




In **&« »dn in 1st rat ion 
hmlth: don* bs 



in 



specific 



InduA fries 



la 



tr<*£« &»*«€ 1st Soft; 



U J 



1) 



Today in the fedaral fltovayisnon i, position c-lstoolflc*tion 

St ^♦r.ersll^ raeo&nitad as having fulfilled the prosaists 

forecast at it® Inception So the Classification #rt of 1023* 

This act, dotitned to classify positions 
according to their duties and respond Its lit See, 
so fcbat like positions could 0» £ U«n life# 



{rent ** rs^erd* puy, ttosson datura, raeru itwoiafc 
ftnd selection or Haro, ate., while not considered 
*11 « boors to humanity by deny pro & ant day operating 
officials, was 4, rooted by those who haft attempted 
to do a job prior to 208$, e& * solution to thair 
atoafc press list. ads*ini«trfetlv« problatsa* (£9) 

As with most progress tvs tools of ®*R®aa»atit, experience 

bos, of cooraa, revealed aacy problems connect ad with the 

edminietretlon of job ax-atysi® programs* for ox ample. 



(Si) 



ffttlomi industrial Conference Hoard, lm 
petlpa Studies in Faracntsel Police 
^'' r! f 4 otioxt&l *ias* us trial C enforanc i 
<&*«£*, p* 1WS-* 



So. 26, 
& ^oerd. 



(22) laid*, p* 2a* 



( 20 ) 



frequently iredequett support is received fro top * »rj& /o- 
rent. Ma slUntl r i«ao enc cur# f ©d miny «vUi, irrr lading 
h free rolfcn fox* unscrvp ulcrne supwy visors *mo Ir.eiet upon 
*i»r« pre entution cf the content of t*.e jots ir t oir 
J- rls*: lot icn* *\..o reuacns f^r t/le, of cc. rue, &?■**«* fro* 
,»*r«0!u»l olives, oi.c.\ *.«, ir.cr*A*ir. t the sul ly cf fevorii.fi 
r.ulcrd inntes, and incr-oti«ii'» t. eir o* r or «m Israrflonal * t« tuc • 

. aecloa? t: say, t.»« jol d« ecri^ilona i«- ■ Ir-ently vi ere suet 
niliiMti .ns exist as* quiie urireliaml© *ud deleterious to tte 
cr t Animation* 

Otfver problems ct is*, fro*-* « failure of o*> &r Xeat I ora to 
, ft in tain t: oir job (.©scripts ora. Job* 1 . o*#xrr**r»t and 

J..cu3try, are constantly tr-der*. oin< oba^oa er o rc-sv.lt of 
snf factors mil revisions Ir pro* ©dure on *jm. cess, **©» 
nllccRtion of scope of duties, ar.£ different ©Ml ties of 
n«* incur bonta, bvioualy , t .e lust* Hat* cf « jot analysis 
pier, ha tier .'.a* efficient otherwise, v.'lc*. dcea not provide 
$ or s- periodic lvC it and review of Jobs la quite shertri ..tod, 
i- <• fix product can be §? ecteC. t ere o or ly o*e c *9lat« 

• ir\ a* tl*e oat cn* five * ivjl . r\ let soer.bly 

of t « 3-iat«s end ' »i^(*a ai.ticip ta«. t problsss— * 

---that unlcav -i l*rlal c ««. os li or *:•.!«• 

Mit or structure and in lr*d ivltf u * 1 j.08iti n«» ••» 
fcj occur, mo reco*rired it. t r current ul loca- 
tion of positions t< c.l Asscr rod f : noccnanr? 

* a? rents ol tut t 1* »•» If le&tlon * la iinelf, 

•wntuslly t* r » eln features of the , Xu: will co 
its o* sol efler re, its ivi litre to fit 4 oait: r cr.» ir 
t* e a* r\ let si tret set ully fjlsi, «r. it* ccn- 
eequent led of utility I’'- •©1*1*7 »t** <f f- T t lest Ion, 



( 21 ) 



recruiting, end other personnel rune t Ion* • (S3) 

There is efc present ©till room for considerable Im- 
provement in the actual procedures end techniques of job 
analysis. One of the greatest needs is for creation of 
procedures for better analytic and recording the skills 
required by jobs. Anno K# ran* on. Director of the Industrial 
Ke so arch Department of the Drivers tty of Pennsylvania , stresses 
this point* 

Considering the i libnoss with which work- 
non are pigeonholed as ♦skilled 1 , ♦semi-skilled 1 , 
and ’laborers* in many indue trios, it is surprising 
to find little definition of what constitutes 
skill or lack of skill, ,,*a long list of exceed- 
ingly eowplo* factor© are covered up by lack of 
analysis of the tern* perhaps the most difficult 
phase of skill to comprehend is the knowltty e and 
ability necessary, not only • to judge effects, after 
they have been produced, but to foro-kMOV them* 

Frank J. Becvor gives an illustration of this kind 
in the clothing industry. 

In band pressing fcne operative nmsfc 
be able not only to recognise the quality 
or the effect he fuss produced, but to pre- 
judge tile effect on each kind and texture 
of cloth, thereby, know how; to treat it. 

Attention has already been directed to the fact 
that one of the intangible elements of ©kill is ex- 
perience in judging the effect of a process and in 
varying It to moot the factors that cannot bo con- 
trolled* !hl» conclusion involves a new approach 
to the question of job descriptions, (24) 



(23) BARUCH, op. cit., p. 287 

(24) Bk2A&S0fe, Ann©, Skill , Industrial H* let tone Section, 

California Institute of Technology, Pasadena, 

' California, January, 1940, p. 48, 
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r’if & TTT 

v»4i« Jtifci 



*K'I* 1^3 



* 

Jfc{» t£t *. /* J» ^ >1 



rf'4 *? i. 



t&. 



*:MS£VW& 



3 oh 1* primirlXy to 



cU in tm *olut Jon of prs«*l#|. ndrirsist relive pmUiOt 
Vhat# i\mwt*Tt **sro it# frorc the standpoint of 

tixi «*prloy«e¥ ttany of U±« Xattar Cml, in the absence 
of U'f oraotion to the contrary, that the benoflto are 
entirely vne-iil&ad *m4 that th * & activity actually operate# 
to the detriment of too vortemm* %mh m: at t obviously 
would ft&eotifit for fch® initial failure# or at least# poor 



h* 4 itanlft& of s*my Job analysis protract#* 

fixer “fore# any job analyel* plan that doe# not rococ- 
nl*e the itipQYtMtfm rol# played by the employs# i* abort** 

* lighted end indeed* thought lately 6eyi««4« it mieceetful 
plan *111 include 1} » recognition of the very eenaioeritbla 
contribution that e properly informed and *eeld* employee 



_een make to the job aealyeia, eepee lei ly in Urns of hi# 
job knens le# £<» end cooperation# etid 2) * ct * refill c.eneid-eri»ti©n 
of too aany advanta^ea it offers to the employe**# end 
provision for ae notify inf then. 

Iteplc yea Contributl on 

in the collection of job informal on, there 5s no 
bettor source than the worker fcliseelf* £* e setter of 



fact# 



‘ sarybedy# *v#n t!» ^o#i inmhXe subfores&n# 
etravwbeaa# or eerteaft# *t® car furnish required 
information and thro® necaaaerjr li£bt on rose* 
subject,# **uat be const dor ad a teimiteler for that 
purpose* It (Kuat he reeeafoarea that one person 
can icpt.yt to cotter in * fw winuic* tooaladge 



( £!4 } 

which $m «£*r&t In 

ir*»; . 0 } 

Of emit®®, lb* %*&&*##? of workor* to aaa&itlfy autie* 

**<d rOOfMttlftifellitfaM* «*•% b*f •**/ for. 

S*» inportfcnt point in that u«r« is tti-e * oat source of 
infarction for in* if skillfully »r>$ tact fully 

the fl*n 

^x>. w^, . » p »^,rg ;i r ■ »»i i * v-4*«»» U** » # 

Mi *»s? inf oriaod t»Ploy©# %ypt$*,tly %• im s & «ftm$>’ of bio 
with difttrtsat* 

«m bo «t onto oronood if <l&* 
os$i?Xo 2 ?«*» ) ara n#t inkers horostl? ht£ t&tplsKsly 
iato in* % confldaaoa fro* th# atari* 

flvln e<m to naturally arc.- hal* fully done only In 
ii wasting wlbt* thou* ftt tb* Job, ttt wLlct tbn 
■whole implication of jot analysis Is rs6$» elosr 
to the*s# ( U ) 

a hare oven, action It not to fee o* It is not unraateitftbl# 
for ooch dolotoriotsa effect* *s loss of production t&y$Pfth 
f‘«cr # r*M*ii*c«fc» or other 7ter*l«»loiforln( factor* to t&ie 
place* 

However, an oxplAnatloit of the plan to employee* In 
msch a wa;i s.a to * ct their best mopporfc retvlrc® eons Iderehl# 
41 Iploisaey and tact# 

Xt i» ueuelly not fiittlmtt to convince 
ti*e depertneat l&ed* of the reive of the e&elyfti* 
to £•; a company, to employee** «,n4 to ihceuieXttw# 



Cl) 



Sii. KM.rifi.Sf, 



yf 



OT8 



1# ittpl 

^££0, p# b iA * 




ttt fetMii f*.e l!or«l<S free* , 




nxf, *;«;•: iir, «mi mos.fr, 



fcetfraw* 



Company, 




(2$) 



they are Xu en excellent position to ftppratel&t* 
the t'Mti of * ^•flnito plan of operation, found- 
ed or estaet kfjowled^e* i ! r.f e*fcttr»*tely , as « ru 1#, 
the employees tharaelvaa have mltt&r t\m businas* 
imparlance nor tin point of view to &u&3« thesi 
in their reaction to -the f4sn* It la r*acas aery 
to present i;,c i£fte to ©«p3ky«oa Sis « ns^f 
mhich will prevent thwir suepicl©**© and fears 
concerns n£ the purpose of ust* work snd its re** 
suit to th#lr intercuts* ms adequate srplitfiK* 
tion shn&M Ik? * ; Svcn before blx« col Is# IS on of 
dots |* bs&un . %k*1s thi© m&y cither bo erifcwwt 

or oral, dsp-sadinc on conditions, it ©ban* Id prs- 
ssmt the matter frankly ©no honestly* It should 
b® pointed out that fchs purpos® of ths 
is not ti;t Judging of psraonrl tasr li, but is 
rstbsr iso sttssypt to fsthsr inform lion about the 
job itself to os*. 1st in the work of sstploylng, 
and which 'stootild result la bettor under* tending 
and sort intimate rontset &•£*•#& tie aupst** 
vision and feke tw^Scy#©# on the worfc*f3) 



&es» Causae _ 

■** “ - s “•““ ■ - ~n <, 



reo barest 

Our ns*ep*i.-«r* ore ooitaUwtly ferine l>*& its reports of 
disputes between labor and Mana*. ament* that ere the ctusts 
of those differences? ier-onfe for batter pay, ususlly* 

-*l© the haodllnes* /.otually, there are nearly always 
a treat sseny other points in dispute, few of which seska 
their way Into lari.# print* 'Often, ccj*pfoxitii* about 
conditions completely anrslatsd to pay, plant the seed* of 
unreal Mat finally prow Into decisions to strike* Stud las 
at a^jr-lcyae attltadas fot vo Indlcfttad that, eltfc ©u* h Important, 
the anaral X«val of aalari#® Is lass effective as a deter- 
minant, of 1 merit is than a nuaSKtr of other factors* 



(3) 4 k*. : r;,f. f, (’* fc* and h , i ?iSfu7 r *3. c*, fsrapnnal and 

; us ;l apas Mf.inlatrftt lor. * Ho ns id fres*' to* 1 ,' 7ork, 

IIHi77Tr^?C~“ 



Ti of ernes survey revealed the follow inf. 



it#*,* of most 

X. 






4,1 • 
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&* 

6. 

7. 

8* 



import *r*ee to e&pXoyec&s 



L*ek of a§>.i#ro€ifct *cn of on# 1 « *crk &r,& 
of one *» Individuality* 



lack of 



b «««, nXtloru 



Vnf Aimes* in waiter* of ptiy # tiste off, 
specioX prlvlleg-ea, s afc&ticno, end Uv® 
like, between itiidlvWHiel# or department*, 
foor 1 seder eMp end supervision by ore*# 
superior* 

indefinite jei» duties end ir;ro?vlete in* 



a truest lone* 

lock of V^otXe<! 6; e of ho* one sterOe *ith 
the eeepisny • 

?#€«*#& ive chisel pi in* end leek of uniformity 

in dieelpl Inary awsAettres* 

tuck of uniferaity in employee ? enefite* (4) 



Advent^ oe of Job / miyfii.fi 

Th% of offictiel Rescript 3 one c f job® e* 

« fctttg* for supervisor* end er*px*,y*e» ft like is edveftieteoae 
fco b'r.» letter in »suif ways* Tim most laporti&at benefit & 
ere eeienftt'lsed below-*** 



A ’fair day* as pey for * fair daj' , e work* 
tuite frequently eeplcyeo cesvleinfce reperdlnt pey »rlee 
trow tw& discovery ifcwi fellow employees* doio£ c casper* hi* 
work, or© rettlife Ulster ** lories* In eiacb last the 



eupervlsor c^y he Quite innate nt of £ lecr5.iaS.nftt I m, where 

tins re is tsc jo r enelyeie* "or: 

It i» almost Ixspeeel&Xft to consider e job 
spurt free He present incumbent, unless a job 
description is used* furthermore, there is prnve 



( 4 } 



& 



si 



Kero; 



The Rene 16 




end lab or F-e let sens * 

'TLn|'i f ' n i ui «. *^ri,, --TT--T r --v, 



or# 



Z*?, p. s. 



(rrj 

danger of everloofetn?; t>? u,& Job 

In any »b*t-r*ct consideration of lb*(&} 

Since job description* er* for the swpoae of providing fen 

unS»ife*»ti record of tn# <Utt*«« *n$ rot* one 1 bill tie* require* 

th*p furnish fcbo only fair eng ii9£*rtil*l U$ai* for the 

** t*fcl 1* eu ; s«nt of *.«y r*c##* 

$&»?*£&***, the istpertattee of job &c o feet or 

1« ^intfcinifif. $»od employ*© *or*Xe i® » idely rseo, nixed* 

fbo of foots of** •inconsistent lea in w«* o 
rv.t#» upo«i fct&e porootittol er# fur^rooebiag * TJjoro 
in on uttfercttrrftnt of e tea* t i « f «« t i &n t*bleh on** 
coure^oe muxerov# rogues to for iAi*rtiep*rfcrt*nt*.X 
transfer®, *ius if tr^nefor i* denied, G<cmp*tw*b 
worker* fr«$u*«ttljr £0 ni for jobs* in 

other plants# Veira " if the isen r*«Miln %-ftb t&e 
company, there 1# no inner fci¥o to ef.Sc isn't 
sere it o end the- teiy'ss'cy is to withhold U«*1 f 
beet effort#* £y providing *d*cifie*kte&* which 
for** Hi# bselft for satier nf w#»|-o rates. 

Job *n*l)'*l* «H«lK*t£$ this prolific enures of 
disc or# end tend# tom&v& #t*bilisr«t*<Ks of the 
work-in*., fore e » { 0 ) 

Definite feat leg end fcofliffift* Ibliitieo 
how often do »« beer w^loyec# oo^lein that their 
dufc lee end «t tfccrity for motion «r# iil-doflredf f rofetbly 
ono of the »e*fc e outer* ©aylc?y#« grievance* it. laAit mttry end 
* overmen & is "reeponeifei Ut| without nr thorite 1 ** few* time* 
ti*eee cocplalct* nr* justified ihrou; fc deliberate seta end 
*e*i?nmmift of petty end utiuan^ui cm aopor^iB or#* *he 

(a) ^ hi, op. oU* # p. 10. 

(o) t/.ir iF5 i- far, op. oil., p. iso 



*ml t aeent of leek* without authority erefclea thew .0 
accept full credit for ctocceseffeX result* • roeeibly more 
frequently, such eondltiocts ere the reeul is of eereleeeneee, 
over-el^ht, end ei.«il&p factor*, serely the result of poor 

t.feetever thv ©sues*, the renuli© ere, of course, 
deleterious, both %» ecpl «jre«r and mft^esjont.* Studies have 
shown ihefc ««ntml ettlttsdee eng*z»dered~~»uph it# futility, 
tiieeentent, end leseitoSe— »aft*n produce asore fetlfu* tfcen 
the iHual work duties tfeefteelvee* 

that i« the roe pone li> il i fcy of «emt.feie<mt in this reepecfct 

It le tfe* beele ri&fcb of every «e»b«r of « 
hue loess a?iiuiluktlQ n to know «&«! hie Job ie* 

Ihon he cen visualise this Jot», know ho» big It 
i.6, realise Jwtt whet J«s &&* to 6&, &.**& set e 
*;oel for i - ieeelf. ***!& ie one of %lu nmt X»* 
pert out reepeneifellltlee of wusfcfc «®e»t or an 
ordeal eetXort to define in exists detail the 
duties of every ewwefc- r of tfeet ©rpani ration so 
that the division of liber, or the broekdown of 
reepoae lb 11 Ity , is u*d ere toed hp nil* Couplet© 

«peo if loot lone for every type of job In m * tvea 
industry , frotf the Xmmt level to the hl£he*t r 
should be set up. ffce suaoift£ up of ell these 
epee If lest lone eheee * total that define* the 
eecottpliabnent of the whole ori ..*&£ set t on. C7 ) 

h^sov-rUtlon. and fpgreclatlcro, of fork, rote 

flee coition of work perforated it one of the »oet 

powerful stlwulente to eruplcyeoe. ftnajr plane hnvc boon 

devised throughout industry end £ overwent to enelye* worker 

performance ead advise iacumbeate of their strong end eesk 

points. Thee# rerlcwely titled, perforteence, service, or 



(V) ftjfefrS, Hdbert X*, Perso nne l . Alexeader 

iSamiltoa laetitute, jfSi®7 l^dl, p. 11* 



(20) 

jsarik retire plsm# ©ro *11 &©««<£ on ©- oomb 
fchefc the worker ole*?!? uftdereiends wha*t duties end ro~ 
aponAlMXltle* ©rf of »'4 m* £hi« frecsvently is «n 

erroneous for c&eny suporv Isoro ret# to* It ©is* 

?Xoy*es m tk& foes is of duties tor vhteh the of 

ecconxit^bllifev ig ole*r to neither tfoeawelvee nor the 
workers* Cowerer* there *1X1 be no •leplfcf.esfte&t* of blt&e 
if Hero worker is fs^ilisrirect with £bo scop# *n& with t bo 
dote lie of hi* dntles* 



Po ipn omi In Pro motio n 

SIX estylcyeee should foo east-ended the benefits of * 

»3«#rX3? defined end fofrly e&elnletered prmftot iojuel progress# 
to c^rr-* out such * proi.rs/.i retires not orslf job description^ 
but a eerefuX tf eteralrukt *en end del In.ee foists, fro* the job 
dote tethered, of the interrelationship* of ell position© 
within the er^en&K&tions* 



ffhvui wo **# that to <( ei et the root of sioefc ewj or 
problems troubling •ttpXoyoee, we ere Invariably led book 
to e comboi* storting point** tk* careful and ec*j?reb#ii*iv# 
ajjaXyaia of their jobs* 
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H,#y*scn* of i , «r»osn»l Bwia/nwont 

T&# careful cnttlftle und 6#aerlptl*n of jots* enhance# 
th* •fflcioncy **#:» *f f #et iv#i*### of in# orient tutlc a* 

Since ilia activity 1® concerned vith tm t unctaRtnt*! unit# 
of #fsf or*: animation# the worker ml Itm job# It cti^.Mi Iso 
##id to b# the very fe#j8t«i« of p*r#c*m#l taimt ##sm$* It# 
necessarily# t&mhm # grmt* zmn$ ct the faction# of 
P©s*« or.no l #£ a in 5 » t rat ion . 
flf.'0 fea<* gpt lop 5tudy 

C tocologies 11?* job smlyris ert| Stmt ml outside of 
•Set 1# new that personnel department of #« ort#jjit**i«s» 

It hue its inception in t iwe fend notion at iifty# frequently 
referred to# ## net hods ansly#!## end no* principally & 
tool of Indus trisl eis&ineerln#. fiw# oni motion it&di«s 
were introduced In 1881 by Frederick $. T*y lor #.fc the 
Midvale Steel Coaspeny# and bare developed into e highly 
apec teefc l$i»* for E-lni, methods in j&ee&sttieel 

pursuit# vhere the operation# are specialised* repetitive# 
and sjor# or le®& the seete fross, day to £*y« 

ihi* type of analyst# involt## the study# 
by stop-watch# end record int of ##oh physical ttoveaent 
wil« i*y the worker or* the job. It# purpose 1# to serve 
a « * bail# for tie £e tern' net lafe of the one boat e*y of 
performing # job* liwuttr# it he« proven unjustifiably 
tedious for «&*«. personnel stittlnlstretlcn pur^mm *t& oo 
in little used for job #n#l7«l# today* 



The relationship of job an© lye is and 
tXao and notion study, tbayafora, baa toon 
restricted to euc h uses of ti»a astalysl* 3& 
industry e» 1? fi be© is for aubaaquant supple** 
ne-ntery ti^o a rtb motion studies* { Ir? this 
raapaat, the job gaaeription* a»rv* a* an out** 

.line of the or^BBiit*? ion end datalXod definition 
of tm ©cope of the orcs&l rational unit? or job**) 

E) a boftio for r*v*Xu* ting Job© champed in duties 
and reasons 1 fci 1 it lea ea a result of methods Z&« 
provenent • Chang as so made frequently affect; the 
value of the Jobs 3r* terse of **»„«« or atlarlaa* 

This cs a only bo ascertained by a careful job 
analysis end attbaaquaitt application of job tvslts* 
at Ion at end a rd a • ( X } 

The federal Povertaaant baa generally prohibited 

tl*e fend wot ion studies of its Jobs, as this type of activity 

< 8 ) 

Tet oenaiderable resistance Treat its craft uni om • Thus, 
of course, tu*o role t ion-ship between this activity end job 
analysis axial a only in bualt< ess end industry# 



lob analysis has already- been defined 
tiofi end recording, of the detailed duties, 
conditions, aod physical requirements of a 



e« the doteralna** 
skills, work I np, 
job or position* 



Job evalust 'on is best defined as 

fho extension of job anelyitl* to as- 
sorts in reliably the rain live worth of jobs, 
to tr cnaf ore these *j>pr*i*$}ii , e .into a structure 
of adequate rates, and to * v0 viae a tends rd 
procedure* for all addition?* to, end adjust** 
icenta In, the rate sfc rv c turn * ( £ ) 



(X) 

(C) 

(*) 



> kt&J'Z ana btu , op* cit., p. 1£1 

<4 iXKXA.it* Lewis*. Public Personnel TreUlejii* fceshihhte*** 
I-* ( * f (‘rooking* institute, i *WH, p* EX* 

LYTLE, Charles Walter, Job Lrslftatlou Methods * The 
Bonald free ; t ertpany ,™l94L , p * " < « 



Thu* , In writer to determine t u* worth «f * job »©•$ 
•olenti finally, t l»*r$ * would 0# two »<?p*rat# *.»$ inet 
tt«: #• yirg t « *}> esmly*is of * job content should be w#,d*, 
h^€onu # d*t» ftfecwld tnoh be fey ^plicetloa 

ot * *el«ei*d job kX&n* into » «feX«ry or w»* e, 

®n of dolors raws «•;&&• XV. is foil; Justifl#*.* trt 

w*j£a»s jtittfc 1 1*» distinction bQtpmn the two %*mm* J#b 
o involwin*: ib* wnaXyeia and &«*fcrl&fciej' of ihstfe* 
and rtttpo&tt tfei 1 It X*a of jobs, i# »p£;lSc& X* to pr*K- tie*X2$r 
all p#r*or*m*X funefcioffMu Job ***XtafctJl<s*s *pj>XX»ff eml# to 
the <i#tena3hotl«!tti of *»« eo «r4 *ftX*ri*» of job** 
hehj&pp&rt* 3n> #.fc eddr*#*# he® «t«te4l 



fite bay to Industrie! cf fioSency le «n 
Xrcwmi ae*Xo that rnf-Xeoh# eori**etXy tbo 
difftreitce &«bK*<ttt *kiXl«4 and unskilled w&rts, 
between trained and «r«irt* X -r.«* !&«&• U^oros 
ssussh to jm>$ 4 accord !».& to varfe done aod not 
according to need# to, the author l# not 
Ifomtio Al*or* but jPrtrJwr *tn.lln of 
thick ie AOt to &rim- th* merit* of tbe 

but mt.fi* r to point out that 
her# lit * fit, airv**. 11%, vSrlie people ae~ 
toio*X*%i% c* trutu ir-*fc n&Hm im j*r#fct* (4) 

81«ter |.c*lly» Job or t ^et-t twenty* 

five year* a- o through %’.p1 let.* ion of principle* of job 

•Italy* Is* ,**10% earlier research work or* w»* rr* • V. ?<in* 

l*r\, &«*-u of the !H*re#u of Peygonnal reeoorrb *1 C&rn^is 

Institute of ‘focfifioleitf # who «s«3-# u*fc*».*lv* ier-sat *f»tiono 



( 4 ) 



Jt 

3 c:£f£ir* # Joseph, ft. 



ttetlozi&X ftet*l ¥ 

p. 7, 



lU» M t; : or* *n f » Jot In &ur 1«» # 
> r*d#s i **v l ork, X1 h?t # 



IM) 

of relctlv© In *«r.toua lnAt>iirl^« •taortXy nfto? 

Mi Flr*i &or*d fcwr* f«rtni fit* 4 period, I'liiriim *»£ 
iatkoofcry to t*fcf #n Motive lt*t«r«sfc fcft j»t> Mttitl ye I* 

&» on# »&Xuti0n to t&* $ ms re* * la® pvQ'slm of roil **t lie 
bfe-^aloln^.* fhe job *86 l#*!* «ntt Job Ion tec Hr 1mm 

etifeaetl'ueftti:? 6*v«&oiMd preiid#?* the nml *&16» tifir m%ho&m 
pot tittle for «#ifab£S«bir?.£ &r& tOtMl it tent W6£j* ftttA 

•eltry ytimau 

fob enelytis is now reec^nised JLn bolts. 1 rots.* try 

covernwens, a» *& i*X leil-e to jot? ov« taut ion* 

In n$dl*le® t it provide# « per?i»8*.r. t teeord for juatlfflss^ 

piijr K»et8« arrived *t by Jett ewtuattun* Surin*. %h$ Bmon4 

hap} € ?*r* «d« redone I :i averment, feoed wit', * critical 

prottl#.®* of consistent **,.• y&tot throw* fcout 

ihe eour.toy* Ml* job eenlysi* mndwtorj • et^lesreoo 

of thirteen or ;.\or* #3rpOUsyee* were routined to r«v« jott 

detcrijH ■ tww .for *11 Jotte in their Qf-t&n it&t !&:*», t»tsde? 

r>*mr*i *?&*? 1-1* leene# tty fclxe v**r letter !o»rd* th# order 

required #weij employee* to mhulz, eXoa*, * ith tfcelr r»<^u««t 

for axserevel of we; * re**#, "e-leerls’ defined &«t) deaerltted 

(U 

j ob c Xesel X" i c * & 1 cm « 5 



*t l ti«r* «r« four principal ttethade of e*-al*;«ilrt; jobs 
tt* ten* in? *«?atow, eleeeifiee&iot) t^tten, olr-t #y#i'6?5, 
mhmS f e e *©#*>* expert# or. gj’fiWi tfcil* ell type# at* \-t *> 
bo# ii*#c« slid ibQuffl try * only the first two* in general uro 



<5) mU, Ibid, * p. 4, 



*30) 



KfypXlQC by the ftorermseni in It* job®. 

In U*« public a« rvla© it la £ generally) 
not tt-# practice to e,ml%m or- 
posit ion* by scoring *el##Mni 

*$?£»£&$ fc$s»ft of specifies tro&gfct*# Souse 
prleata tseottfeotorln.^ an£ comerc 1«X concern* 
us# t&ls iD^thod-# 0tfc»?6 follow pr#eiic#* 
wfcieh. *r# v*r* 12 #l to those in public 

dictions# (€} 



Be-c rnlt&ant 

brio of it# r.o#t lag»ert*Kt \mw£il& of # job <m<tly*li 

ir* p»r»onn*l is the #»t»bli*b9»snt of definite 

Job rs^UreRwmfca for r#ertsita#nfe» It in only r#e#$»isbX© 

to *<5cnsr* co«p-r#t asnaivs information oon«#r^lrg jobs before 

% 

hiiaaptlts^ to ft ire peopl* to fill tL**$« 

Tchfty «»£Xcy** selection 1« fc&* f ".met ion of a centre* 
\im& personnel dap^rtsiwmt in $?rm©i loftily #v#ry 1* r*. e public 
«m$ private* o?*t*ii&s#fc&tM3* Tij# d©v#lc$Mi#fti of this 
ftturvod' vfotn Xar&e ftiaplofftr# be£*n to r*«Xi*ft that a«©i3£ 
other t&lag* # th« greatest labor problem confronting them 
vf*o feh# proper «»l«o%Son ano haiKtl l» c - of fcf* worfc force. 



frior to that, tb* »up»r% l*or **# r«c&£ftiF«£ *© fb« solo 
arbiter In ttotarttinlne. *t*fcfc#r #o *ms 

The Fav* Lopsrtmciit b»fc for tl « Job ftm lvaia i nfer* 
nation* <S#« fif» $ for rol» ttor.*nsp* ) 

^-r* ^ *■<■— <*. ^wh«5 ** .—<■ ■ .**■ * 

/. git! nee at this cSv-rfc «*y help clarify the r&Xublorr* 
snip of n»**X job jin«l?&ts to navel personnel ftfistnl# trot Ion* 



(C) 



t 
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Mht 



Op * C X ?* « p p* 
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1 l heel h&& umn selected to delineate tula r«letl<m«hlp* 

3 o% tiWxXysi® is the hub, various elements of porsotrneX 
administration t?s the rim* 

This Illustration wcs selected to «K*.l*lr prapMc&lly 
fcu* rel* tlenc-Mp ©£ Job ami f sift to sl«&ent« of ±w«o mmX 
admit-- istrti t ion* All spokes are «^wWi#ti»rst from the hub 
end arc equal to eecis other. 1% should be noted timfc job 
*ma lysis nee ifci? a* no or equal relationship to selection, 
as to recruitment; to train in*. «« to pro* :ct ion {s&wmv&G&Qnt) 
end so forth* fcteJlerly, £.ocd morale le *& Important to 
foofs personnel «d* in 1* Ire 1 1 or as £qgc trsl? lr^;* 

At the present lime, many supervisors at HI resent 
encroachment on this responsibility of hiring by a specialised 
personnel menager, on the bee la that tlmy ore the beet 
authorities on job requirements* &o«i authorities differ 
with this attitude or several counts, ft' Hi. respect to job 
analysis, they doubt the competence of foremen in * ener&X to 
analyse the Job which, they supervise* 

The foreman , at best, select* ft few «*en 
a day *m£ has little time or capstan Ifty to 
organise hie methods* On the other band , the 
employment manager who selects all the help, 
oust necessarily have definite kneeled* a of the 
work for which thep are chosen* Central lotion 
of employment , in fact, piwee the employment 
manager India X&uaXXy as much experience' in hiring 
as ell the foremen cen pain collectively* (?) 

two fund*. meats la, of course, ssuet be aensiderod in the 

selection proeeaa^^amlfsie of jobs, end anal ye is of applicants. 



(?) ri,’C^.irx^ ^ Kwni'h jx>, op. eit.*, pp* ?e-r?, 



(57) 

hat is t.'.oir rt It !iv* 1m, or ter. c? *e c com- ltd* only 
Wot t* < 7 are equftlli India .tr.rsfcls, for toil-- »f. ardently 
vers ted. tr. portin' nt liters tore. . ool irv arise* on both 
©if os »!.«•! it i» suspect ed cm In t-ein*. subordinates to the 
other. for exsinple: 

S'efclsulot* attention to t v c »rt 

oi j ? vleelnj , extreme ear* exorcise- in the 
development of tvltcftli.cn blanks h* <* other 
;;ftr»t nsrnftllft of hirin , *nd assiduous expcri- 
* onto t. ton with various kinds of character 
analysis *n£ intoll *# er.c* tests, *11 surest 
that "nan enalysts" rr.*:.or then *Job t r-. iye io n 
has c orr;.snd«d tie ener t let of ft^ploywrnt r.ar.a- 
c *r*. Perhaps this is r« it should be, bit there 
is every r< ns or to tel? eve that humr- * nr lysis 
• • 1 . 11 V 1?* value or t».s c ••pleyacnt depart ort 
ej c «, t In relation to spec il ic posit lens* the 
nacenaity of arely si» t Jo*>«, ter well aa *»#n, Ss 
rapidly frecowit t apparent, a rd e^ploynant rsnepers 
*r»> be^Innl ^ to * ■ vs&e product Jen *rxl operst in£ 
rts,'srt^entft 5; sea re . of fate relative to tie# jobs 
fcr. which ti sy art constantly, exp sc ttrt to assign 
new workers* (ft) 

Certainly, it is cle&r tfc&t all errors in ;e recr.nsl 
select lor. cannot te blamed on t* e complexity of hues a mturs 
a: C t\* <?if: lenity os ptssuriiH buses. » traits. -irst, & 
careful scrutiny should be • • da of t» e selection activity 
tc »>* sire t. • i It Is TC-»r> vl.at is wap ted. It should 



t *n L-< cettr*’i r e6 v If t; cr- ar* < •*'wpre:^n*lvc jot ^everip- 
llcm-s, t»;ej ere use con? cirri ously. 

ar It • a tin, (?«rf or’ierce rciin, , srd arrvfce rs * i up 
lnt A rp*'e!^stlo ieris)# 

erit rati: t , t &rsus< of inherent prcMo >a arising, 



? 



(8) : i 



w < IV'l 



op. c it * , p. 119 



'.ml ion si.t jfrci'vity 




prlnc Ij/tjll; f ro~ t «. ntcc. fcr *11 
in 1 t r p.-llcat ten, hi** t ~ er c re !* tu J»»t cc- h'O 
conefc erohl© r* *e»rch l'' priv*:*® . o*crr«rort< 1 or: rn . »t!on®« 



<*/®t of sue-; efforts or® rorc#r r -®C 0 e* 2 sir, otter 



»t i. < • fm **<v®8' rir,* tu j or- 9>t ricieuc? of t c c^ecut^ves 
• nd m.'boj-uin*. t* e iployee®. *.s a r suit* * njr pi ^na sw 



os, 



w jJLcr 



f ^ 

*4- 



properl ) a * ?f » i oi* ter© .* , s •• rv* 



r®u»cr»bly well 



as *. fos , redtlc tln v fv tvr<* awereaft * ar cot • idertn* 

promotions en*o tr< ?- v ®ft>rs, fc 3- dl» er^orin* ® pit; <• t w* *k»e**®® 
indicating furt\e r train! , for n. test criterion 

a}' f , '3 «t altnii'i increases within clue: r* r *a. ®» or it:- 
cent!*® for , oc<2 *cr ! . . 



iu* cone*, t of ® close ?*cr£t relit* Jc: . ral <f ®is re- 



l*tien*Mp I* rt X litwly re* • few ever, if is h evit * Xe 
that f rc roe® Ire or* f n.S rations will tft 1 r- co nire Ibet 

® •■orit r» t Inf ; roaw, i v order tote oet ef! active, .ould 
to creed ty complete jot descript it r covrrin. eve: 7 

nef 'ft.ent. .‘vpervittOJ # tr® »X1 too , rox:c to wl 1 aw? job 
1 '* it* to blur »r.d lose *:*n y» tiny t j.» ri. or--* »*ce of 
rul ovd In*- too p v a r lovt s clt »®if ic* tlcna* or, ? <■ c ue * 1 1 - , 



e ^loyees who t»y« tut vlcti ® of sue,, ra* le®a« cr s cv 
1- rervnee y to n*Ud 1; * .esis of t®»- » C r»*« orolti 
ti®» eltnsr ebtvr 02 uelo? t? r. re*3‘ ire • ent, of cl St5 

ect lor® • it cert® inly woili. «ecc tu t If n verk^v i® uired 
becMit-o ho lb* reev »fi< -inti of ® jo’.- de»erl, t.U25, 1,0 



J A. 



{• 






1 

conic ®v»b«eqv;ently be r® t ®n r t f r si- e Cities 






and re itj. o£kn S li 11 H I#* , or- mtnh portions of it a* soy be 
neeees&ry* 

i'robabl;' for t be beet results, the installs tio» end 
Ei plication of » serit r*ti5**, plan should ip'll Off the 
preparation of job descriptions eoverlAfc all osaployoo* 
to be rated* fetch *orit r&ilr-.p ab9ul# Include « eonperlfton 
of the pnrfcHrnattcn nacklbiteki tej each employe* rfurisv. the 
applicable period, with tss* requirement* for tna job as 
contained 5w e job description for the ewplcya*** c'lessi* 
fleet lon» For exanpls, a record of an ♦wployoe** par* 
forsteftce during *• ratlin, period .Include tho fact that 
be foiled to head!# apse If leally mentioned statistical 
projects Involving the uas of rsfetslui t, end b&d to receive 
hol^r teen tlne» Reference to the job description for that 
#£<>Xofee nl£bt reveal thsfc the Job required only the a ©Ini ion 
of etetlaticul proOXesa involving forrat la a, oti€ not 

computation by mis&m of: eeXculue* In tic letter ces« # the 
**pXoy*o should net Le rated, of ccmree, on hie perform nee 
of such tastes, since they tmi over end abov* the requirement# 
of the Job# A reverse situation ei|ht te equally eonnoti* 

*L*r© n supervisor stl^ht tend to rate an employee outs tending 
because of the repeated solution of coopXiestad statittloaX 
problems, then the ability to perform mzh problems &lght 
actually be a Mining* requirement of hie job, end therefore, 
expected of sn average worker with respect to that Job* 

Tfce tratlrj: arrived st should be reviewed with the employee# 
An orderly procedure sue' as this, not only insures » **xl**tt* 



UQ> 

of securer^, but? cannot £*.£1 i*. impress the artplo^aa abo 
sse^ tea l lav* nie retire umsocaaearfl* subjective* While a 
review of job daacript ton® at the tin# of ateh iter it 
rat Irsft-per iod «ay *#•& unjaat I fifthly tedious to *u. ervieora 
Vlje ti«c oonet&sad ie probably inal&*if Scant aher eo* pared 
with the J »portaaee of t fee profit* &« 

The actual construe tier* of the taerli rating. ecale ueafi 
fstg&fc well be bated on the job amlyele* 

Wine* the aarvlee rating. aeel* is to be 
used to afcaaure jafe perfarsmooe, n ^oed first 
step in its construction So *r imrimtisfi of 
the job* If the job 1* analyaafi Into it* co»~ 
ptmant duties end roeporsaibliltiaa* the 
nln&a of the service r«fc$# tt scale will appear* 
for tUeee job a S assart a cm fee adapted to be*» 
co»e the aajar iter* ejf the retire scale* At 
tinea, iie^e perteinlsH. to such pereonnal cr«& 
social behavior e» ie domed eaaenfciaX fio the 
Job, eon also bo included* When thia ie done, 
cere ehouM bo tafcan to have the iiea* reflect 
an observable feet rather t hen an nbatrset 
quality* W 

Tmnofors yd Prosit ions 

Careful aimlyeXe of jobs end their relationships 
Ie eceentlctl to the satisfactory ecooaipl I efeaset* t of the 
transfer end promotion f\mei tan* In my well organised 
*n& intelligent Xy efi^lnitterefi orperlteti -h,# eo cats aspect 
espleyeee frequently, to novo froa job to job within* or 
between# the various units# sect -one, and fiepertsiente* 

Hurnw nature ml moh 9 the eespleyeo can generally 



(W) &n ££., Hoirnn# *&*plofe« dating,,*, ergon;?*! «Tourn< 

Voi * m, ho* (Nfe* , lu^C 1 } , p* asr 



(41) 

be placed or, a job ei t, ®*s tr. th« coast of f ~«chlne, be 



elector to function % ere until : © Is re. -.vat 1 , because of 
'Id i t s. Jco coi»r c es» Inavju rate*' by bet! employees and 
super v i» or n, ste C ro?. Ir.nu- arable cmjs*s, such a? personality 
o' flic is, inability to •••o work, an* qualif If etlon* for r»or© 
skilled activities, *c csrr. out t; eae c ^ : c© #f: e< tlvely, 

«! M9i i well tnforrwd e out fell Jobe ii t: e ot .r Station. 



< urioual cnoL t y , tier? nee be^r. a, lock of sound 
development of this function, both In hr, r*tr; and . worn- 
^cnt. If as^ite of ti o frequent rial* that. **prcr'r>tl >n from 
wlth'n* la trie t irai policy of various oxvari sail crus, r loser 
lr*;eetior, reveals little prep rollon for » cco^j? lie :*inc* 
t 'Is .*1 i ly desired objective. 



Sosio w*f 5 s #uu*st«£5 tl t the «r- 
pn at ion ’you can’t keep a *. ood «*en down’ 
tuc invented by those at the top to o?* t lain 
Lew they « ot there. ltfco«>h west e r plcyers 
think that t ere ere tseellert oppcrtir'i tl#« 
for • ’var.ee'mt in teeir respective or t « ni set Ions, 
studies of employer attitudes have diacloeod 
•ten d* seat* ©faction wit It X/; e • . .pre'v t Sens! 
procedures, jr business, as well c? I* other 
Institution©, there is frequently a woeful In* 
between executive Snter.iioj-s re^ferdlr^ pro oilers 
and actuel practice. (10) 



a workable trtiisfer and ^rcn.-tlcr plan 8 .o-. Id include 
t-.a follow ln 4 x 1) * coa, r< er.sivc description of x,\* duties 
• r.c r* a**ons ibili ties of esc . job. 2} a dafcer im lion aid 
de line » tion cf tl r*2* ti r,s ip© o r onp all tic ‘o? - In an 



( 10 ) 






i f., • ^I'QVOlOr* 

«-rao»-i.t 1 1 Vol. 1: , *'o 



< t * 0»0tl03H.l ' * i01‘tu ! t5S6 R , 

4, ( ay, 18W), W. 



organisation* 5} & plan for notify I ng employe©* of 
preset ionaX eppor&un ittm* 45 * e«r$ful tying in of thm 
progress with related personnel Zw.stlvm t%wh. **s job 
#*/*. test ton, fees* It st*tir4 # end promotion #**» that i one* 

First, It le essential that job description* be very 
eca*.lete »n«i dote lied with re&pect to duties, skills, and 
•orroimd tn$. «$ on# It 1 r ns • 

A gens**! plan of promotion which Is not 
eea* true feed on it four^Sst io*> of specific end 
explicit specif lest lone, is feredeewsed to failure* 

|p on sennet be ed vented fro* position to position 
presenting a *$%?» 1 of r capons Abilities anises 
the nature »«£ requirsasnts of higher pee It Irate 
sir# definitely known* <ll) 

See end, the reletletiehfpe &»«»g six job# in the orgewl* 
ration abound be carefully established* This assures not 
mil ^ a "correct tisse of *dv»nossMK&t, but- frequently mkee 
possible on eocene frea ’bite! alley * job* by linking then 
tip with posit lone In the aeege or 0. Iff ©rent deper tyrants which 

am 

offer greater eppertu? it lee.* the Job relationship# 

should be celtneeted In either tabular or chert torn far 
one by eaplcyese end t i>j?ewitof» alike* (See figure $ for 
ilia* tret '£&&» ) 



Probably the beet aeens of establishing re lei ionahips 
between jobs is fe*. sjpltc etlon of ins £ob Family flirt t 



(U) s*/mnfc *m$ 

(1*) Ibid., p. 121* 



, op , c 1 ti » j P * IS /. 



otl&lmlXy dovolcptti tf l&$ml *mly*X* tlvtvUm 

of th® fcsaHod !tag>l oytw&i- t-wrvlc** « ?ob FtutXi** «ro 

Iprcmpinfc# of ^oecdpetioR® that fcr® r#l*i#d *:e«*u*® tisey 

<13) 

Involve nls-llar work activities* kny %ts4 &11 typ## 

of jobs, wtsotbov Hhit® *sll**r ? or *blu« collar * &®y b# 
troupe*'* on the b®*l# of dvtl ## f skills, tod re*po n&i** 
r«$tilr*a« For •jwspl** f*I,*,nr# & illtiifcrtt.#* is 
jot? family plan ii«r#Xc-p#d fey fcfc® author for enhep Jofe# in 
•n aircraft factory# 

lr> ifm tttaapl** jefe* w«r® &r$Mpmi on *h«? ha* ft of 
1} work dc*m* 8) tool** «mm»Mw»# and other work old* u**d * 
*&6 3) %i*od* ftloo 4) #i$Rif leant ^hyoiwol Ao^oxsdo 

fl* ta&ividvaX Job %4w*i* with it® definite 
pefcfc *m of roc/nlrm*, duties {fey m&rs of th« Jofe I4teeripii9n) 
p v .y*i ©•! diMHont}** *p**l»l skill t, rwrMpot or tools* 
for?*® tiho fe»8i» for tiit jofe ftitily* For **Mwvle f i in Ifajor 
Croup <>, e*n*l*ti«v of teteogenlou* ftroopiot of job** of ih® 
tool »M £1® fcefasr, Jif, £xi£ Idling Floor* end tmwh Voclmxitt} $ 
•’rede £ way® proupml fcepetMr fete owl® they #>11 involved in 

*»ryl ®4 Capr®*** « knowle&p* of blueprint rotdSn^, or ®o&* 

put tier fey shop ^t&e&attee, mnd of layout of «E*fctl part* 
fro© blueprint#?. Ct ecu r*.«, »o«« of Job* required 



US) 



t sited. ttutio* &*p2o|i£*nt Service k«m**l» Fort 211* Job 
: 11 ie® » (*®shiw*>»*s # i>. &•* Inlted 'mpt&%~ 

wa Kt So ¥V ie* ) * Jtn* SO, 1&43> p » &QOX* 



(u) 



e hii'mr #•£?•* of skill tmn others# This In provided ter 
try listing tw job# Jo tfte feeble Ir* fetalr iRerose in-' order 

of ekJ.lt, Gotland Dio &«k$r, t>*int the mot skilled, heads 
liefe* fta relative skill is also ixtfUcstetf by labor 
Dr*£e, which is * tors used to eotwey psy level of feta job# 
labor Cr&de 1 is fere fcittaet psy 1«?&1; labor Credo 10, feta 

to is tr e t * 



relation* 



fh© job f fuel 3,; plan of establishing 
offers «*ny advent* $•*• hy £. raping * toller job* tr. order 
of their lfiare*«inf ikiU # it outline# a number of definite 
♦sere*** 1 plea*# Tfplcelly# ^srlw eeuld t* iml for %m 
Xow«r skilled Jobe Its the (roup* froa sntislde the orient get ion, 
iToMofelotis oovld then be ssade, In «n orderly end • ye tew* 1 1© 
nanner, by advene lt)f. <£tt*llfl*0 worker* into the neat higher 
jobs lr; their occupation*! (tou&* tta b«£lm$tai worker, 
b> ref err lot to the job fealiy, ii enabled to see the 
* career* possible for him. In wtafesAry cwcopat Sonet group 
«* e nooses to enter* ftirfehertaors, if job description* ore 
available, ho 1* enabled to aoe «h*v t re thin*, ho will tav* 
to se^ulre in order to qualify for feta higher Jobe* If it 
1* desired to *15 or employee* to feraefcfer between veriftoa 
&F«mp* in feta job family, inter^ronp raXailoneMp* my 
also be established* 

The third step in the transfer plan# n*feiflt*t-ia» of 
eaployae* of promotions, n*? bo hand 1*6 fm s number of 
•s % iM factory sroys • 



Follow Inc 1® * suorwry of a plan 



£453 

by P'*FT} fette toll tar* 3**b *r«£ tw? 

f*c luring tcmpmrj, Duhaq^e, Zm&* 

1# Hfean & vw^wncy occurs Xn it job* lb is 
f Hied %j fr^plcyoa** kt.&t»XitUtC m t4a 

order cf’fcholr aonlwrYty 'in tSS trot 
1cm or &kllX#$ J&b in tiw jab tmlly* 
C&oaft $o%w rmxiir® p*s*!fc? * Qvfcilfpirc 

*r# con* id>»r*4 for 

precast ic» in ©rd*r of ittoir *cnlorH7« 
and Quatllfyint one# 45?’© #■© not If 1*45 Of 
1 jU# s r » u «« tv I. © ©r « 

2m It no simllflod employee# arc fox&ifi In 
t he Job r^Uy &» rhlcfc t?s* 
oneur** fci** jot £« edvertiaed.* through 
nolle** or- bulletin bo*y£* f to ineu«* 
bant* of all job fanl3Ll*« 9 and tb* beat 
*PpXi£ftttt ift *#leOt*£ if <t*5*tlfl*0# 



?< 

*J # 



If no oo&iif lad #*&<lef#o* «rr foiatft 
tfcKKxgh advert applicant* are 

111 rod from %?& cuts id** 

FirnU^ frith respect to relating tfe* tr.~r?#fer pl*» to 
ot :jst A ; oreottnol ,to cticre* *;dvsnt«; ■«* ere obtriorm* ?or 

X# $ thrift r*t«4|#t tc*t# 9 employees ’ «or»* records, tvt& 
e< f St? urd ***01**1 reports pertelnlr^ to t •** employ to fttae&ld 
all bo con* idtred if* *electUv #s%»X&$*t# for irtr^fer# 



Job *rtttX?*ift offer* the o»Xj sound basis for &tat 
train if*. of s-.iyX&y&m, pnrfclevltrly if xxitd in conjunction 
wit a u-% r*cr«l totni function* preview!; f ltrutaed In thio 
repost* *£h* trend today Is i*#r* end or* te**r3* tying, 
together U«**c fcto critics! fu&etlcn# « Cerefoll? prepared 
job descriptions provide ntt. frcpXofees wlix ion of 

«*t *tly ^;j»t t^nsi e»*%t *r.p*rtt of tlv*‘ * i-lk«wi** # ib**^ 
provide »Vt>*rvl*or* witM &. *t»r<0*rd ilsf irlttcn of «h*t to 



m' t im 



fciibKKqiuefiily, ibo job #«r»«rXpifo*»* a*? 
a*rv# *# & roforeno© for f.r©p*rttt ion bj t!«? 
fftap«rvl«or of « ci'-oekli>t of t &&©# *p«-*$£« of 

tP.e job ip, * 2 ;ior* t?«* ©.•s^log'oc 1 * **»!#• t# 
thie* tnforoKtion, utni&#&'fcF tn« Kupervlfcor, 
ox* bp rcpr ©tfcnta t iv *© of tntini.v iSo^rtwitii, 
XM«3 fe*co?a«» the b*ts i« for jpr»ctlc*3 &.lfi to* 
t h.c»po irsfc t> r $ 1 n i m , c mr® *• * ( M ) 



SI $ tori c© 11? * ©uploya* tr* 1 n t a* proi.wif'© 
fete fcnofc ss fftr ©» SHtaetrlfti ©r<5 forcerrawntel 
or^ ion©« Ihty «rtr# Use bi(/{.**t golxt^ 
point# of tfta nuptttevei « h11£s« fu*y eer© 
prenont in if*© sppre r> t ie o® hi p trelnir\ gr(tg,nm 
hj %bm fob or© 2. v-ovorrarent* fit# 
function of vccfct*cK»l b©* n j>«»e»6 

iKck ©ntf for tit b6gv«*n tb© e£ur«iionol Umtitu* 
ti oa« *r« bv© ir\«e» and intake trial institution# 
cons !&•?«. t?2? it# lo*£ &l»tory* ft on© 

ti*s# t:s#r« *er* vi^oroue public irfformtlenel 

wHo *©r* q>U# willing to relieve 
industry ©r.6 c£M**rr-c© of the entire problwa 
of t retain© for fc&a job* It hm boon f on m& t 
however, thr.t t?i« ...utile ©chools h©'t© not 
©efficient feoilltte®, in © | root *w**ber of 

e©*©$ f to $&»(&#« job trelttlnc# esid 

indue try retains, t for© /or®, © ler*. © portion 
of tfe* totvifcntlom! responsibility* (Iff) 

7cA®'? 9 sr, ire r« a® Inf nuafcer of pufc&l© stnC private 

personnel departnente inelrdt* fcfe© function of employee 

training# In industry* for osorpX**, it it $ulte oomtm 

to fi«£ © -Tm%nin$. ftirectcr ©lilt 'li owu *®p*r*t© $t»£f* 

^Gtivttioo '-smlly include train! i\ fcorfcert o# roll ©t» 

supervisor* how to ^erfem, or feet tor perfetr*?, U;«ir job©* 

t'hie involve# first, the eleetl fleet ion of job#f eeeond* 

ktr® prftpft ration of ine true t ton© 1 nrstorlsl® roroorr f ©njpl 



(H) i i ®v®o&n®l fesonrer 



») 






*, ^report fm tfm renp^ni© 
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jobs. L.in'if, it Involves t.o tear in ( of e- Xcyc* either 
L*; a r ressniativ ■ of the training, sect os or a selected 
w-' r or or t..o .'Ntte* cmscs, ol course, 

t. f- enpleyean -ujb t *0 Instructed S* the „ rir r ipl#* of 
l*«e In* • 

Jt Is *ek»o* leaped tact t Ji * *,reiJtr* t *on of 

t a instructional i,eter 2 h 1 needed for train < el* see© 

, ; . ul*' t &«•<; oi jo v *n*lysl8. « thine r>«T led? ©tales 

it Is dlfi l cult to conceive cf t »t ccesc~ 

;i l tro-nlr *,ro. ra ir the at <n ce of detailed 
information rale tin. tc t».c various jo* a In an 
eaitthl IsLasnt* , os 11 lor* aval o eltaalf led. 

Indexed, defined,, evt Irate?, end related, if © 
a^aterptlr ,*ro* ran of scpl ye* tr a 'Mi* 1» Vo j 
mintalr»ed. 1 «n carrot be prepared Intelll- satljr 
unless tks nature, duties, end res onsibiliVtss 
of tne Jobs for w« ie •. tfey er ue In; trained ere 
definitely described. '.he cor tent of tie tra Inin/ 
curricula* , lent tt of t r tralnirp period, nd 
selection of eandldet.es for tr* in In* or- -like 
dependent u, on to «6c<;v»t« s^udy of job< .(1C) 

election *oflta 

>he essential chori; cter of job an* lycle In « . r© rar 
of vocational test construction is recsjri red by practically 
til seniorities i* tbs * utile arc private fields* * s sx- 
,-rrssod b- ’ In, hr* : 

it Is » safe nss --pllon Iht t t x *cr\‘r*»cy end 
success o* * study in % oral ion* 1 selection will 
to directly proportional to tha co*} lateness with 
w lab t’i o fc\»r.(’ at ion is Nriil on the job analysis* 

In too rrry instance t; • ^syePcl^ 1st has bacn 
content to construct teste other 
inslru^ants after anl> a si erficipl obser nation 
cf * , o aork p*r ores sea, (IV] 



(16) UT*J!h and trfl, op. cit., p. 1«7* 

(17) , alt r \or I yk®, &nC t roesdurea 

In pic; ent cs - c;.olo t , {* et Vork» '•c^rew^ iil ’ 
^coF'Co i try," l ! >«'oj, a ' V’lf*, 



The- evelutiot; of gut mV Ohs 



fcr select l 

***? treneferrini by preefcical tett* of jot 

or ee&lMto f*r joh*, fee* t*#si «X#w nr/ 1 ^sinful# 
frrofel*** of taprofteneftt* ft; 4 jrofc*«k3*£A *u'-4 lech js*v# 

ls*#r; b? atfeer itoW#*** &rtelr^ fro* JM?*£rt3il4» 

smS is* proper ueo of teoie &*t?i**<B« * 1#« , 

%n &*$£**% rjr, eossptetely fovelltf eospetetlve have 

fjH«- to fee disproved* estL *» pbrenelet?, f reph^lc/ s> 
p?*y«&fi£r< 0 *y • In feel, ti ere 1< *&** ACNRjfcci&r* e& to 
few stany trrp layer** *enft*iottftl? or not, till! *«*fc*crli # 
to one or enoi iteur of ffeeo-a ccllofe* 

*?®fe aiieXyeie i« the I ir*t step lr> e.ny w*e*silesa*X 
teeiir.,-. pr-o^re^.* Tfela whether t«v# test te <ta*lf.n«6 

to ■reesur* #ptiiu4* or echtewrasent, slooo tee to 

ar« lor iae *>urpe*e of *^eewrl3*$ either pretobt or future 
tu**#»* on tfee Job, therefor#, «ft*t fee rel&tef to Job 
6utlo*» The relationship- of job wn*fy*i* to th*- complete 
pr«c*«* of t**t cone true t ion be# been well aeeeribe^ b; 

9 cm her kr 4 Kju^'tlejr* 

Cone Mere# breastf!?, ttm &T%nt ipel step* 

Involved s.w the «*».** Station present ere *ix la 



nuoworj 



A * 



sumlyeis to fteters&itrft the Abilities 
»n£ eepetitie* re^ufcrw^ for »$«£••» in 
tb# pee itltvr* 10 be filled **tf the pro* 
mot, l^ntd of which it 1* a pert. 



t« lotor* tattler of the type# of evigerc* 
which etn fee e44«e*$ in reepee t to ?b# 
presence or efeeencc of these fie#lre< 
cneree ter le tie*, an£ of the e.pproprtete 
or.ee*. ifc, i»etrt?-w#ztts* for «*eh* 



i * 



the outline end preliminary prepare?. Urn 
of the m®.m%®*x %m instrument©* 



<• The etJMMllwHfttfcieB <w»d tr* ltd* lie* of tli 
turn* to be employed* 

B* A^Mhti&Xruii on of the eaeiaittetloiie* 

am 

6« £velu&fe Ion of the bo@t resulift* 
lai ens lysis for teet coaetraotlim ssuai: be eopp lemented 
by other date not unuelly required In the ofcfaer epplleetloat 
of job eoelysi*. this «l£ht be dietlngultthftd os •psycho* 
loi;le*2 enel?*!** rsiher then * Job* or ’duties* asm lye is* 



■t Include©, 



lr- 



addition to t&e Inform©! Ion on duties 



responsibilities included in fcfc-e mml job *n»Xy*l» f 

.**» carefully controlled concrete study of a 
considerable number of individual workers, to die* 
cover In vfcioh pert-*ac t i* it ice of the eecupeticai 
the more efficient individuals fi.ro eMefly superior 
to the lees efficient* it Ins 11? 5 •••the extensive 
study of those critical parfc-eclivities found to 
be signifies*!. *£he purpose * * * It- to discover# 
ehefc ire Its of i, nielli ;§sc«t» eepac ity f tewpersiaesfc, 
will, etc* i combine to produce efficiency in these 
particular segments of the believior* under Invest I** 
nation* titt)* 

<&ee fits;* £ for *.n saemple of a job an* lysis checklist for 
••eerii^ information for fc«#t construction* } 



notable eju/Rpie of proficiency tests based o» s;s~ 



tensive amf cc^reissnaive job analysis la that of the oral 



trade <jue« t :1 one pv ofivt. ot 



by the Occupational 



<10} 

<!•) 



? f‘ & HIM 



o.p* d it ♦ j> jp* Xt£ * 



t W 




of tilts (to It *4 tiXmtm fcepleyaent Service, The tents e*r* 
fi#vskp»S for epee if ic oeottpell*' ne # end **ea cenelei* of 



eeta of fro* tea to twenty quest lone* Thay were de* lotted 
to be etfttlnietered orally *» an intern*! part of the re- 
erali&ent process. Sows exeeple? of tr*4e question© for the 
occupation of Airplane 'fee ban ic follows* 



1* fcfcei la ti?# firing order of a Double It aw 
Cyclone, 14 cylinder, fr&ii end bfcltney 
Jh&lneT 

Bm thet eeiet t «JuJU f4*Mslf lest ion bond- I* 

ueed on is fuel line? 



V oc » 1 1 one 1 C on no o X It^r 

*1 oh enelyaie bee alweye been closely identified with 



vocal ion«l eeuiuwllnt* A* a natter of feet, the first 
ettenp fc« at preparing *cei»tlen*l f^-uoeel in*- »®teriel« 
resulted fro?* early job one lye I# . For «eny y«ar«, in- 
vent l^e tore in voeetlonel £ui&*nre„ ssUftiS ’venation*! 
enelye ts f , enelyrori jobs into their aenpone t perte ao •* 
to provide beeee on which individual* could choot© vocation*. 



Fredrlote J. Allen ia widely thrown for hi* pioneer study of 
tule nature * Celled Hr.« neoainlst^ It wee &»d© in XfelG for 
tfc© local* cm&l tatreatk of too tea, f**tii©hi 2 *e%t*« Fellcwiag 
this, there were * &reat mny eiaall&r » tuples ©ede threats* 
out the cou&fcry for isnneroue occupations. 

la the dovclepaont and maintenance of vocational eotsaeel* 
ln& pro^ra**, It wee eec***ar? that Job aescrlptio ft* either 



be jsrepared by the eounealor or secured fro out* id© aoureea. 
the folic* lac viewpoint© fro® various authorities illustrate 



ti«ia oints 



(51) 



their ur.anl ity in opinion vit’ r spect to 

ijiat t: o vocational r consoler no'ta to 
/now sonet*. in* cbr**. t occupr lions !e .r o' v ious 
ao It Is TJ * t traffic polices:*:, nerdt to *rce» 
• . ©re t he a t i ©efca e re . ( £0 ) 



\oent o su- 
re * tl C VCCft 

is found eo upon 
1» oc; cupel I ntil 



t 4 - ~ 
+. v • 



lion 



is 



t .wt. *rce rr.ich ^as Tor 
« X sr • of t; $ u 
to i~rul p? Inciples, one of 
inf or at Ion an individual 



pvr~ 
Mv Os 



^ ;ScL 
r?*y 



n*Jre an Intel 1 1$ ont choice of U n oc rut at ion i« 
which ho Kill be hap* y &rd throu h w.iic -ic will 
Vc fc'oie to r evive » corfiiderella livelihood* (Cl) 



Tins of feet Is ante# of *ceat ionni eouP«elir»£ 
de-ends lar <s’l^ u^on tdecuuio lasts, rceo^cs, 
in. ecru put Ion# 1 Infer**# t ion. ifchout svrh a ^ a, 
the u-achur or courts* la t -in-t foel *m\ Oth- 

cut so lie fount af on cf cruet* or thf C ate cri 
*U*-t to ta; e : is c*.rcl o * ort«* (*.2) 

AbLL*riti«e iffor as to a ‘.ether it# counselor should 
actually Alike the Job an# lysis* tore advocate XeaOrm 
t‘ i# activity to specialists in Jet» »:* lyele, others feel 
it is necessary tast the counselor cn c e<, e in Jot inclyole 
at 3e*ast to t-> extent of tecueir fa lilt r w-t: it* 

or V on® without facilities to rake Jo ar.^ly sis, 
t ere r nv# liable t. tr# eiv-*ous nurtber of ; u? ■ X 1 f ? t ion# 



do- rr IbSfii 



Jobs unn profee# tore* osaibl; the *»oet cor- 



; re. oiv* 



l?s tno * let I rj r 



of r crup# tiwn* I Titles /re- 



j * v fniied t- to# *^vlcy»er>t rorvice* epical 



(CO) M'«( , Jersn . , * oc e 1 1 or a 1 ’u Id&r c a In c t len puhl 1 e had 
for the i nerlcsn *.snor Sat Ion of"*"SocT«T ^ oivV re , 

(Coin -Vie University ^reoo, Hew Vork, l$>ff 5 , p* 4P* 

y k ir.r, . . , fp. c tt« ^ r . 4 T r. 

. /tto, ard . ? T, ♦ *)♦, I'lena and 

t ■sda. ! o* , (' hica-.o, ^llln la’i ? c!vr.c«T ^'o ©arch 
neeoclet ' or- , 1941), /* • 



(«) 
( CC) 



<08) 



or*e*3i*#fc ions offering s««h fttetrri*} ere the 
Fisrefet of CtBsuft* the Irt j ted Gfriii of Vacation* 

wnd the L'ep&rtraent of l&teov* 
th:mlQ&l Loafr&t o.. i ^o» rest 

Vocfctlo&el rebttbilltftfciaa pre^rer#* involving **eoi3^ 
other eoatprehftn #ive job an&X^ai© of oeeupet .ten* 

sidttule for i^ntiic«pp*tf employ***, &*v* been ^ult« cowoa 



since the b#g&Mtlni o* t..o Xeet war* liapoe laity r»t6ntly 0 
&\$Gh e&ciaavor# have been oncour&p *d by #due*t 5cr?al* private* 
jpagblte* and labor •*$*<* l **% lone throu^hou t the country* 

In ®i4te of widespread Interest tenersiad in thin 
problor* of the ft«n4lc*9p*tf f by the OovarnaMmti and various 
social i j'tnipttf $-hyale*l $mmn& prat**®* era emntmty 

ignored as * noneal tuition of par* aw l «&jM£***at* INatjr 



or&enisaticft* * imply do not want to he bothered* foe® dia- 
«isa the problem with & £ {moralised e2*i:#e— for **att*.le p 
tftii fctea? must saiintaif. Wf.h ssa&lcel requirements for on- 
trance on the job* fct&ers thoi hiring ^fcyaleally 



defective individual* »i c „bt result in 
to the or^anlrat io#> fcfcroyfh accident# 



f inane 1&3 le*a to the 
and r#»%t It nfc higher 



insurant' a rat as » 



At the other aatren** and eqtsally deleter S ene to the 
o-rsi loyee* ^rs orten feet ion# who hire fea*$die*pp*£ person# in- 
<5. i#c r Issiisa telf . 



-*< fc.*V 

interv lever 



on* towers 



reaction of the esyloynenfc 



la »| pleat* # when confronted with 
the si tally b#»oi reaped Individual, 1* aentel ly 

to 1,0 01 ? or the eve He hie jobs In * not too eelantlf to 



<f£) 



'tij'.er, Ir * u effort t r deirrolre wi ef er 
t e ,.e:so* cct K * c e* h>? ’ or one 01 t .« 
jo' s, nr.y auccost F- aultlni, fro til r 
■ vl,.o.*8 of tni* k’nc !*• ept to bo & r»iter 
cf coIjsw ifence, Yner* iff too fierce 
ir tills situation tb» t t *« tndivicrel if ill 
bo i luceU on & jo* o ^ tt.b h It, is trio Uist 
ho >:• n * et by * but cr which he c n scarcely 
produce f re*. 11% set * efarter' amount of wrri ♦ 

Ir scbtition, ti ero 5> * >oseltilIt> of mv.sr* erir.£. 
t r sefetii record o. & ce^srt^nl by intro 'vcl:*, 

•arkera Ir. it is r«r,ner* (£3) 

?i' cytio*% o: e »yf*i#*M„tr »r** careful pfr alcti tfefi&nC* 
pi o rar> «*»* pi o cr: tr.rov * :r«r reeeec preduet » r to be * ore 
t: mi J-i&t & soeisl service. Ihis is illustrviso l>; s^e 
fir i s o, fro ine solo a tar of ef:lcierr> 1 **e -iu*e 

i » r*ri ice of ! irir, pbyeieelly handle pp#< 1 area* a exclusive*. 



f r ^ solectef jots. 2 Ir ' ^ers.ns, for ©r •• , 1? , i*c\e sen 
*,l'.co on t'lct- ,;on r . typln, jo a # *ne c'ssi i on 1 city 



; * c tor; Job* • '!• eve: c».*ea, &tt£ *.any othar , prof %•<■ tton 

r r ai. It frequent!" v i * l-*-en m , ref. tn? 6u* to inability 



• orders to •* loti •< i 0 ‘ o CerteU elr €bts» *J>t 



♦ » 



ue 



f ct i »• .jots nr •> !*• Ir- prof by , byeic <1 If St iir^ tend 
tc srijvat to tr.e- *rc rtevclo; c ■•■* c nest lb/ physical »Mlitie& 
oft*.-; r«rtultln* Ir stove- > 'te** e t*?for« nee ?r otb*r actlvi- 
uJcr . result of * evruey a; u»rn 5c . ,„«< o •• loyee' *t tt© 

• o: stlifsted Vulte* . ire rut l Corpora tier* Illustrates desirable 
i • *t Its Q\ !• n* d5 : 



} * , * *, " r 4 l 1 il.ye.rell* & Oleep.-ed", 

r; racr v i ol. ' o. 4, (October, 1U^4), 

p. irr. 



T A) 



ff,® lwport«itcft of . (prytklokl denc>rifise) 

•♦•proeftd ure» feteo**# clear hi t* % li* hfc of 
rocent fturwftyft on « r,4 fcv.r»»v«r# 

Cur ttefcQ plsnt reports that preliminary 
0 tu<* 1#« on over lOCO &«£ f«»r: *t 

ih# plant physic#! lone, *m re 

shown that the fcfe**ntftft rate these 

people la 2ft »o thors his. II* of fc&e ever#*.* **to 
for t**e plant* 

¥rm a nmx\% &tmr,£yoit%b t tyU\ in with 
th# rftducir# tt:*»orw, the result sot benefit# 
of tuft profess ere obvious* the individual 
fftftlft tmt ® ccumlc imiti mm •*%•##* fees been 
md# to place 'tv» m a job which he €&« pro- 
perly h«fj<51«* km « result, he- *111 Mkf i> 
stronger ftttojspfc to %tmy with job sool* *s- 
SI 24) 

a physic si dftsmrKi# procruo cor?.# lets eftooistiolly of 
We mtcltlof of * orfc#r# with physical Xiftltsitior.# with job® 
which ilwjr ere Qu&llflftd to perform* It involve#, 2} »n 
•£i*ly«lft of jobs In #o orpentimtion, with csss; -Isa# 1# on their 



P* yftiCftl rftquir«M*ntft, end 2} * plan for appraisal of tbft 
physieml ftftpftcitioft of « worker* 

First, the job ftBftlyfti# should ineiM?# & very detailed 
report of the physical activities required of t..« worker. 



&r*i& of 



the work In* 



condition# oaSer which the 



job riusi bo 



perfentsd. Second, *lt£i r«n»p#tt to sm feppmltftl of the 
worker, this should be done st the initial Interview prs- 
ferefely tattoo on ® taftdlcftl «»o«irmt ion* Subsequent change# 
in the physic# 1 c end It ios* of tbo employe* through a£* # 
«ecid*ntft, or ftieknoft# #hmild fee recorded to facllitute 



tin proper subsequent tr#nftf#m #od proeot Son#* 



(£4) 1AH«, Ibid., p. 12*. 



In Uvm bilXly of amtkhll&k%ii K & 



p-hyslrnl &&n*n£a p-raijra t * Ur. In the paraemial tfapertJMmfc 
eeo--fi <*uik« The job l&fovKtatlen developed for 

•nett e plan eorve* !<►* 1) fat it# lata the operation 

of procedure© for &Xi$csitt\ re* OMploy#** to job© that- they 
4*r« physic ally lifted to handle, eapeeially %hm* rertear© 
ti*4> mist be t i'-fSf? tpeeial ecus ££©?«£. toft Vefcana* of pteya leal 
liMiationej I) for tranaferriiv * twiw f inhk ore Job to 
another vf%&ht& the eet&teXieb&ent *;:*te«ver it !*& bear fm&& 
%$*it h© fcaf loon Irarcuyit&aly placed; before the pro** r**?e 
put .tote ope ret ten; amt! 5} for &l*lrt£ fctee boot tvporfcU' tttos 
to » oi fcere injured on the jotu 
labor heiatieo* 

;•• dl*£u*6l£tt of Jofc «te*Xy*l* ?.f.'Ul<I be iocc*pl©t« aittecmt 
rat* t In.;.. It to labor role t-Ian*~*on& of the rest lacportaat 
»*mi fm*n% it *so fei-v© it- our htetory line It Ivor 

been so ©trote*:# f‘robI«%# of the worker ang ;• A* job be « 
bae 9*i® not only of primary important© to privet© end t evern** 
©Mattel **ployeaa«~ fcbty Mve baa& ImMk*# to the M'haat 
authorities la the *JoJfce<S 3 1* te»«* {£&)«. reav # U# pyrene Court 
feoh the Ftaa iaSaafe ) There fere ««f *tc itelesr tfeat talae* 

trial or^feniseit Hera, even with their epee .1*1 labor role tie 1 
ataff, are Incapable of fetid lir^ labor problems either t 
Co’* arneant help. Therefore, there? la & e©r.»tef;t» pre-ewire to 
project the letter ‘sore «tr<£ nor© into the picture# 

fcuhw r* la felon# tea© been 6© fined »at tnel adln^ "ihoaa 



{56} 



prctOens thi't t.rois> out of conflict of intorestu, either 

m) 

reel or- sppsrsftt, within tt» business; or^sni **t ton * 11 
ftUsrsfQre, im l\mut ten of the Isibor rslsticfn* gsofclen in 
the personnel &sp«rt*s»t X* ,»r iMsrily to l&tsgrsls the Jrtsrss te 
of worker# and 1« cucls a way a# tc eliminate 

these confl2«t& &o sneefc *$« possible. this Mums tost e 



primary objective la the presjottox of &&od reor# Is within 
the or, ani&sticsml structure, wad ellKtns&lai? insofar g© 



possible of ihs t ,rie*aiscG# of worker# concewii r, thsiy jobs* 
f-h»t is tfts relationship of job to Isbor 

relation# *titl the promotion of m»r* la t i IChon* h mmy other 
alumni* might b#*s an offset on &ro\sp inters* ts, the a&rs 
Important ones *r« concerned tfitte hours of work, tmm« 

for# stt.6 ptwofcic-ns, and working eondl&i on#, 'TUeae *re 
furuSojaenCrt 1 Issues^ for sjmmbpIs , in every so jepsny ~u*> ion 
contract ns^oc is tod* fhl# thesis has h**n devoted almost 
entire!? to &nsl?sis of the sppllcstl*?! of Job analysis to 
those problems* the conclusion stressed below, therefor#* 
ftesss qnitfe Just .tiled. 

In a very res! sense the transcendent purpose 
of job anelysls and job specif ictfcj.cn is the 
s^tiiteblo adjustment of #.>rieif*m«e* or lbs if ce»~ 
plots sXlttift&tlcn*** sn appreciable netsunt of 
unrest in industry is attributable to tr« ebsence 
of adequate information about jobs* ^ree* in* 
equalities In rate* of wages, failure to tae\ 2 j > ur&te 



u ? e) 



l¥. v l S , Ha iph Curr 1 st, 
toi^e«*jpt » (tier To 

s®£* 



*-v*AU vj % li-Jr *-■& A- wT f <*» * - 

• “* ' - -- «.»»■».. >. !** «*■*. 

i ; 






ar;c tone or* $ harper eon brothers 



u ayettaratlft plan of yroetoiXn?!, favors bia*? *.% !«• 

Juft lie* In %h* ftxftcutlor of sjrim«sf#r» and pro* 
wot ion*, inability »r ftftp*rfc«<mfc to opiMhMsAftt* 

f?sl$? tr.s Infer! «*«!.** of Job© , «M X«r* of In- 
tel! i&«nt ©c^prftlMmftlen of M«in qualities, fill 
create ilt&eateM that #ffc»a cevtiop* Into ccrioo* 
b'Hev&ueSft# (E&) 



t# might wXX to wijftt « a tent union or* animation* 

*U1 partlefyat* in the Job anclfft ift. f • fcavo as$*rl*«ftM 
ir fcbi* country, *1 &t ®lt* tfo* « rmth of orttaniati, ?soro and 
»«r« ftfttployftft fft^XctpftttOfk In *&*£ v&s previously a leaf* c<»~ 
*h ey«6 atn«, 4 ##iRt font felons* X^or esaaple, It 1# «»?*lt« cerao®. 
practice# particularly in toalw»« me ZrMmtry P for represent- 
stlvea of employe#* to * it ftStb ®sfia|f8i5t in determining euefc. 
fmeonml policies &a hoe employ •*»* still te pr«»ofci4, 

1ft id off, end. recalled fre.** 1*? off; or Infiftteariatrst 



of seniority, vacation®, hours of eorfe, and r»tr» of pay, tf© 
shall dittwt neither the pro© nor <©n# of fee* Joint efforts# 
& ? ©va*er, it It pertinent to di«ru«ft brief If tb# orient to whleU 
essployee union® ftrft £*rfelolpafeln& in job enelyalft, which ha* 
bean in t&ft pant a quits jec local? guarded asa* ersnt function** 



in past practice, Wile 1 o hftVft boon oomeftbt ~ openly oppoftftd 

to job ftoftlyeln, for sarlovft reeftena* ?&« chief coasplslnt* 

freeet 1 } that job Mtlfilf tends to promote Ja% i fetl lift* 

It ift els lifted, for ftttsiplft, that 

•••not to 0# overlooked 5. a feh* tantfcacy of 
job evaluation to create hundreds njf job 

cleft* if i**felor« it here only a few do? on previously 



(«•) 



> ' T* 

t * i ,- 



•ft 4 T-Ctl', op* «it. f £>♦ 3 . 27 # 



( 5 B) 



exist o<3* (?r.i« '*p/-#rs, of roum, fro other 

ou»*fi *o well*) 11. « ore cl &» ideal en* In 

t; © ^lisa.t l; an for r lj # It naans fewer «n;lryeoe 

In oecf r lass 5 f *e# tlon arc? cciiasn «ri*erttl? wcai-’r r. t 

cr fitniorltjp j*r©twefcJ on* f otkir.j need .'«■ 

bcwerer, rl*»rc Is & «tron 4 vn • on art « 

sound union centred * i tr. * tX<X senior It;* «l*u*to» (if) 

I til a su* jeet i# clatuseo furt .#r ur-der the s-cticr. Job 

*». t ineor In* j 2) U-* t It tend# to break « Iretf© u* Into :»ny 

cruft.. >• eluted to 3 ♦Toi-c *. r*y, w. 0 ©ypr*»*ti? t r view of 

t. 4 ••tel n&ctas I tps* t t cf ta* « *• , rc^ »..n 'r u the 

"ilealr** Report of e t»n<? * e recur el nr\ey of the fersonrel 

*. 'cation Q&vC r ~~ 



You have nlr*fc! - ^ your *t t#nti r celled 
to tie? fact U et so-w *f t i« ^erfianicftl t u Coe 
• ve \*© r di?id«\ up Lrto l r # iff, cr fX <* friar'. t 
crafts T oa^r wit. Lsferwrt , rcr p (VI, a* lo) 
of *.*?••• I:. at Is the ver: tL!n;, which this 
trade union wovonent :u>s for# ft *1 * iisst fro* the 
be^irmin*, * { 2 *} 



h»*ij unions still <11#* pj rove of a .w e «spmr te of job 
ur «3f ttiii, j.rhn ril> r©e*ua# in e£T#-ciJh| cr^a* izat 



•oonessias 


It 


'waters down * 


j «• y ra * ## • 


•owever, thi 


-a jority 


0 crept It 


fr.e 


«n ine si table. 


•ov» nc# m t 


of system tic 


u na : e- 


-art. .:€y , 


tn«r«f orw, r;s 


c not ronfi? 


ou the*. •stives 


to » 



euro fully ^#u, t p&riicipu t icn in tu<? job *.ro<r#n* 

.'0 0 ntiicml unions caution. tLwlr l«.ccl r&pr*»6n\t»£ ’ ®s 
tuu* wit, r<*8 ? >tc.t to jot analysis, ?, on) t !«• * c sol < * will result 

(Sc7) , 'rank, op, cit., p. 77. 

{2t 5 r ©port of th» t roc#«<5 lr*. s of tte fifty-first nrual 
Convention of tha mrlctn • aOsrwtlon of Uthor, 

(Ktold at Wnrovv*? , • . ( cr 6n t 1X71), pp. J 17-21 C 



if the u r.io» tako# over function# wt.tcb b#lcn c to 
i%Xa i* ba*#& on the l 0 |. leal that if th# polieie®, 

d*volep«ti through peri ieip&t ion of v&lo& officers, were •&&#«<» 
quant lj 6£#cgr*«& to fey etsploy*# member*, th# urlen, official* 
and not tii# ceespuny vmt& the brunt of l&* attack* *!*♦, 

it rt€Og*«l£#tt tbits tb# union. In ««ch tste, would be In no 
position to rectify th# situation* 

tfh# position therefore# by $e*fc onion#, not to b# 

o joint party to initial job of «nfcly#iw ###&# 

sound* It 1* to ««cur*, b; ten tract, if , owe lb 1#, tfee rifjut 
to r*e*wmend end. r»vi #* propo*#!# iwrhtr* bri«t t# $v*l# 
function » through know led* « of ib# job}| to participate 
in the Bt#i ftteonfcnfi# of the pl*n$ end to c$nt*at through an 
orderly ^riomoco procedure, Job descr Iptiooff with eiiieh 

It di## t r#e#* tfptm&l ImIniiimi to tfei* effect $lti» 

by the union .follows ? 

Yfco local un Ion tfecwSd ref#*# to beco&o 
« party to or he bowurt by *&?••« agates*# vt4eh 

my «#« to establish job evaluations* 

***w# lot the ect&pep? use whatever *efcf*erf it 
pi#®###* if the reset t ip satisfactory, well 



and 



V*> * 



? i it is not, the ea*$#?»f will beer 



free us* f?i© union ©hotrlf &Xw*y« reserve the 
rl* ht to ehfclleni# any jot* value* which It find# 
\maatis fact ary end to util it# any and #12 lector# 
feesri&fe on tfce c#se*(£0) 

fxenple# of typles! clause* in Indus trie* labor csn&r&ck* 
lllustrsto current prectlcs# of union pertleipetloci* 



(£0) t**!:., Frs«k, op* e It* , p. 7 to* 

{80) rmt«d 'Isctrlc f’ftdio end $*shl»4 worker# of After lea, 
OP* eit*, 104S, p* rr. 



Prwiptly upon tu or thin 

nent tne par ties hereto eiftll review the eleae!- 
flee tier** of &1X employee® covered hereby &n& 
where, o» the he* 5.* oi” the work performed, esr- 
pXt-yeee ere fmrs& to fe« improperly cl*** if Xe*i, 
U.e ' conditions* will oe corrected ivwS c*p3ky*ee 
Ik# rat# for the jo if* Xu t&l* *o«n*t it on 
it U im<s#r*tood era? * igt*m6 tfottt diff^rer*## of 
opinion with respect to cXi rotten *u*Xl is# 
eufejeeb to it* £riev*t;§# procedure •* UMUh#fl 
by ihi# &£.. recent* 



k&erffver either party desires a observe of 
job * pec if ioat X <m# * it ehnll outfit to the other 
in writing, the <**«# end the job mm&er of the 
Job specification or **-#elf icehicfc* that It 
deairee end the reason or re***®* for 

*<*£k**t.li>« the zimi®* Itt the event of <5$#* 

».}, reft.sa&at # the it«tt or H«e« irt dieskreesafet 
would bo referred to *n mr^ttrutlm b^eri 
eletlOt, of $ wfeoya# {31} 

4ob- &m xpoer^nr- 



lob eft^loeerln^, ecwettatim referred to a# job ebspll* 
ficetien, or division of labor, I# eo end product of job 
**»*2y*i*« turiewaly enough, thm^h mnj personnel d** 
p*ri»*nl# applied thl* technique, enpee telly during the 
last w*r, it be# boon u*#f quite ln£om&iIy, end there X# 
practically no literature pertaining to it# the author 
define# it «« **$&* process of rwerg aniratten of job* 
eyetewetirally ee to content, scope, imrtm r -mm% nethede, 
tool® and equipment, end surround ir,*. eonfiiien* to achieve 
i bo f e X 3 Lm* In# * * 



C$1) Gilbert e &**oci*tiim, Ire#, industrial deletion# 
repartnent, t«rr*&fc tiilSty labor %ree«ent* f 
(Bee 'forks -*llberte Association* i»e,, 1$#6), 

P* V* 



2 M 



* 



foetbt c&K$m. ©f tmk* tftXhin job© 
diufcrlfcntion of tesfc* ©non* job© .for 
Leei ttlllsfttlati or tfc# skill© of 
eteiltiblt ectker** #n& S&t- hmt *Zt$- 



tV S r V> r .J.01M 



1 -*s 



Improve ‘jani 



OiOftey (6S& 'k»Xsn©* 
fcji-jt re? ajr*tiM»ile 
Xsber force* 

$#©r£«nlf<sifc*©n of the specif 1« 



sf* 

jttf 1 

At- 



^orfc, 

the 



foXXcmoa ir job 
tiieafc of ercrltfi* eontiitletts, 
blow nnC nmt efficient ujie 

effort* 



A* t-ri.-tt 



iTOfefiOrtll 
waprotft-* 
for ««»•#***» 
of the worker** 



Job 022$ In**? ir.£ i* &eco pHshtfi throu&h Jot e&elyelt* 

* 2 n^ is eou&XXy «>>pIlct*ibXe to *bop, eXerleel, o^wialotra i tee, 
or tecrhr.leel jobs* 4« prineipX*, It X© eSiapX*, lnvcXv&$£ 
tb# ettsdy of e Job, to (S-otfim5.no if in?* work cg&nots bo *plt% 
itp m tt*t» for oren^l#, too Job# ©any t-o **6* in the pl&eo 
of on#, for eseepi#, lot *o& ev#pe»* too p*id employees 

• r« ole self 1*6 0 ^ o Job oMeii retired, in o.Miiion to hl^h 
skills te#k«, w«rty Outlet or lower skill* If the flow of 
work Is heavy enough, $.&«* leet&er skilled t«ek* bo remove# 
*r©?? t** orX&tatl job and Incorporated In * now Job* Vhe 
loiter, obviously* oy repair Inf, o loeoer det.rce of skill 
wotild rote a lower pey* £t waoX6 eleo retire lose eat-* 
par im;e* m& training, the result* f Hunt ret* too t&e&ry of 
Job en&ittoer ln& » <5«e employee i* retei netl In the hither 

skilled Job, while fchv* ©the? i» e&jtlgnefi to the Xtrer skilled— 
«»6 of course, lower $*&£•■"• job* Felloe Iny, So on esnwpl© of 
Job reeng lf.eertat, *.n ir- ecooun-i*i% fields 



lei Ufs very brief**- oe ogoretiei* 

el let* ti-* et'rowstott j-Jt-rrerwe, end lei ts spilt 
It into *60 &oO fit* work* (thee© two e^enstit* sr* 
wteC to represent to© *ztrm# In U.« eesl* of 
cleric©.! salaries »r*n ©re «>•■■"• bo lie of end 

*r«» tine 5 work* ) 



£h«m th* mint* *s 

of £imvi£t*X nm'&lltem l& «fo*46 l&s*rt tlx# 
titles* of t he coXusafc® to b# filled tr. uiiiSj 

lint th# it <MSR ftKUl thOfi Stop* *'« Si#* OOK 1 - 

pleted his CSC Job. the copy So*;. of the 
filers® £.rc** the iftigo* to tfe« #fc*t*«s©f*t 
then bee owes a fefiO Job* C5B) 

llvft £F*mt eCvcnte^e* of jot> yewng&fseeritt* to ttw&e&esMNCt 

& re- quit*? reertiljr ^ : o«i Seaports fit, of course* is 

Its e©r,tr$Ut%i«#i to greater productivity* 

kfam S#lth* writing in nit* teeltu of totton* 

In jju£g#*t«w3 Uirm rm®&m vh? the 4ivt»Um 

of lebor lucreeeoe procue fclo&j it offerd* so Score**# 

©f gejtterlfcy i» every tortemn, effect* « **vlu£ 
of tits# otherwise -cosmonly lost la pest iwg frees 
on« kind of work to wvefctoer, eof X*e<Sc to Shvetil'ch 
of & greet rswber of atothioo# which ®«sS*t tbt 
laborer in dclh*, the work of «**»$•{*&) 

In our praeesst oey, Job r«#at Interim. is orso woerot of the 

ss»»e production* eefeoitbl? lint* tyvo of ©rgwa Sect ton for which 

tk« United State® is nwt#C* fhtm&li. the reduction of the 

mniber of different kind* of *frilX*X#v*l» or t«*fca Involve#* 

»M Snereeeee,, therefore * the re to of repetition* It emblee 

blue- or whiia<-c©l,Swr workers to a&ore euelly rosier the Sr 

duties r«d Sur.r*«s#ft their rote of output* Pwrtleolerly 

du rirs* periods of labor fthort*< ,«* *a Curia* the leet w*r* 

Job r©*m& Sneering r«« found particularly useful !n per* 

ftitttab live hiring of watreinet help, speed tug th# ttpfrecinf 



(BE) 



Site.!*: it, J«j», £yt*sg of... S.<«;.c?.»a.,.>/ , i.|ce f*Ba,..er. "Offie 
0r4 i$S**tl««* ftno rereoftnel rrebleto* • * ts«w York* jtaerl 
Cftii ftssociwtloh# 1941} 0 p* If,* 



(BBl l fiCiHa, (v„ P., 



wnf 1 W, r* op. cit. # p. 120 * 



0i pm&mt pmwmmt, m.A aftop il% job* for wow* worker** 
t h&t %$■ lekor 1 ® attitude toward# job ree^toteringf A* 
rui^^Ut be expected* ts»r*y of the tnin^e whicsi i»*ke it *itri&tfcS.v# 
to fora fcJw beel* for * ret fees* foaonil ferit*gonS#.« 

on the port of organised labor* Th$ r«ftUttM& hM&plng of %im 
wo* « »cele* iciftreaft* of lower ©killed e«s*‘Xf*ye«e In on or&t&i* 
»&2&n # the need for fewer tofc*>3 boeeuee of greet*; 

Ui&tvl6tt«l ^ro#4ot;Svit^-*»oIl eettirital* to $M# eiiitnjfo* 
«x«»ple* unton off ieiftle & fey ibeir internet ion 

or*, enlte felon* 



• * 



The eo^pimi’ &*y deeli# to breeb' claim cor to in 
, „♦ jab* to nuke nor# Juba* *ts$ »lj%p%tw cm*#* Thl# 
prootlo# *t&>* help mtntmiu pr velvet Imz where ©k3 XX«4 
workori *re stereo* Out it r*#y *l*o fee used »» on 
*x*ue# t« r*eiA##ff jr the job©**. tnc pay Xe«» for 
tlae* Cftoti the eonpeay glee* m ttm v ♦*•©« %tm 
foot tiMt tawry lifting; we* r#< paired on the erii'S* 
rail Jefc* but not on the now one# Me vert bale#** when it 
fere^k* 4wn the job' into lift ea*gponfr.t port* ®M h*a 
& laborer <s© the lifting, it pay* hits & i«t*r rot# 
al so* (M) 

ttettK&emmt rewtktel 1§ that Sr* ftps its of \mlm oppeoitSe® 

there in r«**«m to believe worker# obtain benefits from enefc 

ectivlty* chiefly In view of tfco feet fcbet it ions* 1»# aoke 

*«»istery end performance of Jobe oeeier# Also, that St 

fee 11 lie tee promotion# by reducing tbo job in skill between 
( 35 ) 

occupatione* 



inltei fcleetrSc fed to end l».chine v orker* of Aasorlee* 
1943, op* eitu, |n 94* 



(35) tATJ WV. md &CM&, im®, op* c 



'* * 



P- 



»** 



(64) 



C rmn 5. f « t i U»v«loea«nt a«6 £ turning 

£r* «r.X rational plannltb mt&i Savoie* fep^li* 



cutler of tfto print? Iplao t*«ferfl%u*& of job tnftlyftXe* Yhi# 
is booau** th* la it or ixvyolvm on «m« Xyitl* of tBt vary founda- 
tion of ^ ioiifel **ryc$«r*—fch* Job* In %ht» »<mm $ % 

job 1# 6*f 2.MH& «* oonftliitir^ of *th» actlrXtl** of iin individ- 
ual In fc&* tfltltXo* of X&Vor of an argaii I cat Ictu It X» ****t*» 

1$ tta t, no worn- #«<! no loaa—a f&noi tonal unit of «M»?attlia* 
(t*«) 

tloru* a sumary of *t#£« t9#oo***rj its the &*y«Xt.pK*nf of 
•n? or^ontmt t<m illustriit** its r«l4fiior.*h&£ of job isa^Ji 



to tfcic activity* 

1* ito sor dino activiti** 

## . accurately is* the activities and 

function* that ate* XI b# porforsrod fr tsrdar 
that fcto ®Ui nup# raised a? ftoroopliah 
&v» objective** •••for tfc* araao- 

bXva or supervisor dotanfclna* that ho naode 
mm}T*otv>r%t%t C i*tr Xfcufcten « m.rko%tnc t 
accounting credit*, eto* £* mfces « co»«* 
pitotm tt»% ©f Urn a ini J or activiti#* ai*4 
of tie aub-divlaXotta under hi.#* 

£* h±!lMM. f bnotvl or.* Into Jobs s * * .din 16a 

that* into or^anl- 

ration units and into definite i^-nUtonsi 
aiai^n!**; to ***& unit and petition* the 
function*, reason* lb 1 1 1 1 la* end aatuftrl* 
ties %M l n© * 1th It# * « • t to u 1 1 lata to 
objective ©* ell*#* yiciivli.i in the par- 
formnca of the r*n‘r and flia aorkare* 

In between t>b* r*mk and HI# and top 
NangAMMiRt it a great body of lino femst 
starf activities and paopi* > he*« primer 
fur et ion s are to rallor# top mxmtoaant 
os dots 11 end aeocndori’ o on* Sd«b» tlona* 



(»©) 



f& 



;vr-f r 4 * 

& vM'^> £ 



/a 



** 



Yti 



rte. 



t\ 

<t 



j, gator loo. > ferd lab&t < eletions* 

tss S55S53S riaia Cosip any, p* oc;* 



ce B ) 

£. l'eter»$r-« mtfisrcf sorlw* Beaded far 
Jokst dofcorasinoe. trw «eti«Tt£#& 

m.£ tunotU^n ro$uir*<5* im.d bavin* #*t tfts*o 
up on & fs«*»iu of m^n4 »r t ;*nir&K%m »bmet^re § 

It Id n**#isi**ry to <1 *fcor»irio ih« ra»nt>*r *«& 
*sp«cif IcatSr.ns of individual* r#^tr»4l for 
thmo tfmltitm *M &z%ivt%lm* Thmroforo, 

• •♦for <**ch ^iiilki %)wrt nswuig b* « ii#t 
of opocSX 1 rot loo* of tno iuOXv iO%r*l 

to fill H <nse*?«#*fuiiy« 

4* Salcei the .Gt&oz&ml <3^1 

In fc&l« ^application of Job &tw Xy# 1# , ?»h«r« sany wall bo « 
o©»§ 14 •*♦**.!©» of prU\*%ptm involvo# in m\ f m*rnl of it* hy~ 
P*96 'z ft** '"or ♦**«#!# t jefest mast %• ****MmI in **fc * mmmi 
%$mt t*s*ir contents «<jspria«i th« b«#t. coE&titm»4t -ft# of ta&ks 
ftw ih* $u*£$p&Zssb of %lq%* r*l* fciv* isle ill, training tlm 
re$uir*sl for tfeolr poyferawno*, suvft r*X*t>4*« from o 

pa* standpoint. thm »p#«i*Xlfc*iS tmtmior*m of Job roon^inoor* 
l*i m& job ovalufttlott tm « b*«» &t¥4lop«6 *p#©if iemXXur to 
nfscoqp-Xith thm® afcjooilw*#* (Hmfor t© i^truro 0 for »n 
illustration of application of job to & 

i $&&* lion of Manpower r*fnir#*»int», and X*fc©r oofttft# Tlo 
-pllt »t ton «»& rolfttionafcip of *«©fc pupplpnontoiry MgUaiqiM# 
ft* job «n& tin* *r*d motion «U»4y is also ftugfeftfttotf* 

Probably mono o<y*v«m is tfce application of job *n* lyoifi 
to t;** pi&orlnf, oofi rot i«« of ftutlotSm? ori^oiratUns* In tM« 
r#sp*ct it provide*# &u 

orderly inventory &.n£ one lye 1* of tfco 
Attilo# «n0 r**po»« 1M lit !•* of 
tfc cMucovortr of tfeolr s«porti*ory rein lion- 



I/, end »5< 'brflKU-, cite, p* 



C<?) f»D<nr? i:jr- , 



im) 



end Use tree in x at flew ef werfc# 

«*•& 1 . t hoi**, L fc X <? c u t i ©» * roc a* «t 
does -not of It# mn force cerry fciik, It 
eiutbertty to p-rc serine or oluity e or^ant- 
m%im * true tore* linen el* responsibility* 
weyk~eee$v*r*< 5 #* f or its mmfc#? of position# 
of #e*b lrlft<£ it «m»l &e lota ibete footer* 
end the reaulfc* etew wbei or 2 eta la *11 
tlsee* respecta* 7h* # Is tore ktm& rsweelei. 
perhaps for t’^e first t ine , be no illQ-t, %* 
cel m eseiefel ttawfc It calls* for attention 
&r*& cor root ion* ifeoever say fee tho official 
basin* the power to nek a th* correction* the 
class el flea tier- fact* arc ? 1« fettle tool* end 
iSw eltftaee of cles# title* of the pot I Host 
t 1* sts if 1 sett on pl«n hi* leagut** for eisprett* 
i»j. smeh sarrectio&t «t4 sfebifetL bhes. plait? to 
otfeore* < 58 ) 



Job enelysi* provides reliable and spetiFSc 
needed for the preparation send review of fe«di,*t*« 
eetiriiy, of eaurta* would fee ^ult* Ifttcwplete If 
include ceroful e#*!i«atee of the kind and emuofcs 



Inf^rmtion 
The latter 
5 t aid not 
of worker 



•tr^ tee* that meet fee bought fey assy orfc*ri cation, Ihe Making, 
bp of bwdyett retire lias ion between operatii?*; super* iter* 
or eepfcriswsnt head** £ oners 1 stancher la X heads* •ecountlhc or 
fiscal betttft* end often reprcssenfctkHet of the pare cone 1 

department* -'anieh «8S*e»*e**t blue eppX2.ro lion of jot *fc& lysis 
In the pvibiit pert arm* 1 field 

Beoaufte of the tmifarss* defined terminology 
it afford* * the cl eeif Scaticm -pine can fco waag 
by edwtul* tret See eXTlcleXe w* e definite tool 
for presenting request* for fund* for personnel 
services if. c »*pr«fcena ifele ior»» Sehedule* of 
posit lone ere built upon fc&e official else* titles, 
basing t&e •**&« ***»!«#', to the writer uni the raster 



( 88 ) 



AftfeCft* 2 ewer <eh»} t op* tit** 2118 * f . 70 * 



m) 



of s titlw w*p$®v tfel>Z«f> 

If mzGZmr? hy a» official •r#ia$seti<*n in 
ti t* g*r% of * cJit#w ft£-ecif tc»i icsu 

Furthermore, the mmat ive iejt/i** 
lull** #*«<&&*« *M3S.ow$t*«<& vita rw«aMMn&ta(: 
or pt40ulst.^ upon tfe# r«$ta**te of tif*i 

ha &£a far *4#i«rc'^i»%lCTMi «re to set a 

«i*»r jrletw* of Uii •r&ftrtirfttlftit *a«3 pfttltlftfb* 

«Qi3t#»t of the different wait* ** & 

for ect ie&« <IS9) 

anc befwty 

$t«dl*mi ptmirmm 

rlmrty wltr. job eefcivitiw#. This tm* 

rcmiltwtf S« the prevision of job en^^u information m. the 
iurroHMtlftfc,* *»*d of Jobe on #ic« suwSical *t;6 aafwij' 

€ivi« iehe ear. ban* effewa wore wo^grefthtat 1 v* program* ©f 
eefcbfiwiite mj< prevention* an& thoroi-^Js 

jofe* **rv#« « c»©**f#14 ptnrpetw in thin respect* 

?r«*7 provide i cc> trniwr&ltty the pr^mm^ of uac©#** 

Portable ahd even i*Uf.«roi!i *orreii»$ir.£# or etvlpi&cisfe eon** 
Mtiar** that i» Je#fc%i«e # ***£ ewpXoyee 

* ©^enaction «5t Uwy rmmt ecwtipetfor** %hm* vug# 

revet wight poeeiblc be reduced tfcroa&h correct sen of #ueb 
e eras it lone, at saeaeter? •# *!»$.. a to the ©rg.iml uttSofu XT# 
latter $» es$ by the ft- et that, practice 11? ell Job 
m&hmtimx plam reeocniee that t'm ftg»««ene* of ©n<3«*irabte 
eurro^dic&e Or ®&rSm*i heranie on a Job warrant# additional 
p&y for each !aeu«sbwoti» *« tw&p*f,«efcior; for tJkwJr eacpeeure to 
««eh condition** le&6 and * a to* If ftts&te* 



(2i5) fj^KMft, lower* SbU« # lie#* p. 65* 



